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Foreword

Thismanua wasfirg digributed in September 1999. Minor revisons are congtantly
being made, and the web version is dways kept current.

The manua was devel oped by a task force comprised of Program Management staff
from the Regions and the Olympia Sarvice Center. The following individuals contributed

to this effort.
Sponsor Randy Hain (Director of Program Management)
Task Force Chair Ralph Wes=s

Technica Coordinator Art Schoonover
Task Force Members Seve Olling
Kevin Dayton
Dave Honsnger
Jan Robinson
Ron Rolfer
Aaron Butters
Pat Morin
Technicd Writer Brad Andrews
Adminigrative Support ~ Cheryl Day
Medting Fadilitators Cheryl Munday, Irene Hertwig

We we come your comments on the manual and your ideas for improvement. Please
send your suggestions by mail, phone, or e-mail to one of the individuals below.

Jan Robinson MS 47325 360-705-7144 robinja@wsdot.wa.gov
Doreen Sndar MS 47325 360-705-7121 sndad@wsdot.wa.gov

The manud can aso be viewed and downloaded from the Program Management Office
homepage on the Department’ sinterna or externa websites:

http:/Awwi.wsdot.wa.gov/ppse/pgmmgt/ (internd)
http://mwww.wsdot.wa.gov/ppsc/programmanagement/ (externa)
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Preface

This manua describes Program Management’ srole within the Washington State
Department of Trangportation, the primary duties and functions of the office, andhow
the office supports the devd opment and ddivery of the highway congtruction program.
The manua provides background information to hep the reader understand why things
are done as well as detailed information to help explain how a given process or function
is accomplished.

Who the Manual is For

The primary audience for the manual is gaff in the Program Management officesin the
Regions and the Olympia Service Center (OSC). These are the people who work with
othersto develop, manage, and ddiver the highway congtruction program and who will
use the manua as a resource to ensure thiswork is completed successfully.

A seoond audience for the manud is g&ff in other offices within the Department who
play ardein devdoping and ddivering the higway congtruction program. Thee are
the people who provide support in areas such as design, traffic operations, congruction,
maintenance, financia management, budgeting, or trangportation planning.

A third audience for the manud islegidators legidative gaff, or saff in other Sate or
federal agencies. These people also play arolein the process and may want to see how
thar piecefitsinto the larger framework.

Why the Manual Was Developed

The manua was devel oped to:
document the current practice and philosophy in Program Management
ensure that consstent procedures are in place and available to al aff
capture the knowledge and expertise of those currently working in Program
Management so thisknowledge is not lost
provide aresource for anyone who needs to understand the work of Program
Management

How to Use the Manual

Chapter 1 provides a basic overview of the work of Program Management and explains
some of the key terms and concepts that need to be understood. Readers who are new
to the Department or who are new to Program Management should begin with this
chapter.
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Chapters 2 through 6 provide details about the primary tasks performed by Program
Management. Readers who need generd information on the dements of a particular
process or need ingructions on how to accomplish a specific task should turn to these
chapters.

The Reference Materias provide information and resources that can help any reader.
This section indudes alist of common acronyms, a glossary of key terms, indructions
for completing the Work Order Authorization form and the Work Order Closure
Request form, alig of gaff in the Region and OSC Program Management offi ces,
information about federa funding programs, alist of performance measures, and some
useful charts and graphs.
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Chapter 1: Introducing Program Management

Program Management’ s Role

The Washington State Department of Transportation describesits overal misson as
folows * Together we efficently build, maintain, operate, and promote safe and
coordinated transportation sysemsto serve our public.” While this may sseem asmple
enough statement on its surface, it takes a coordinated effort by many people to turnthis
vison into redity.

The Department has primary responshility for, or an interestin, many different modes of
trangportation. These indude sate highways, county and city roads, date ferries, Sate
airports, public trangportation, passenger rail, freight rail, marine ports and navigation,
bicycle and pedestrian trangportation, and aviation.

A document called the Highway System Plan (HSP) describes the Department’ splan
for maintaining, operating, preserving, and improving the date€ s highway sysem over
the next 20 years. This document identifies the highway system needs and the funding
neads for each of the four program areas involved. These are highway maintenance
(Program M), traffic operations (Program Q), highway preservation (Program P), and
highway improvement (Program I).

Program Management is responsible for thelast two of these program areas. highway
presarvation and highway improvement. In some Regions, Program Management staff
also provide support in other program areas such as bicyde and pedestrian
trangportation, county and city roads, and public transportation.

Purpose and Need for Program Management

Program Management saeks the most efficient means of utilizng the available funding
and workforce resources provided by the Legidature and others to congtruct the
projects that preserve and improve the state highway system. As projects are scheduled
for congruction, Program Management allocates funding, monitors progress, and
reports results to the various WSDOT executives and funding stakeholders.

When necessary, Program Management adjusts the congtruction program to maintain
expenditures within available allocations for each program. Program Management also
enaures that projects planned for construction and under congtrudion meet service
objectives identified in the HSP and are consstent with legidative intent. Program
Management works with many athers both within and outsde the Department to ensure
the successful ddivery of the highway congtruction program.
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Chapter 1

How Program Management Works With Others

Many groups play ardein ensuring that the oljectives of the highway congruction
program are met and the system needs are addressed. For this effort to succeed,
everyone must work together as an integrated team and information and decisons must
be shared. The falowing pages describe some of the offices and groups which work
with Program Management in developing and ddivering the highway congruction
program

The Transportation Planning Office (TPO) works with the public and
stakeholders on long-range objectives and priorities, identifying where the
transportation system is deficent in meeting the objectives, deveoping long-range
drategies and costs to address the deficiencies, and finanddly condraining the
needs based on stakeholder priorities and projected revenues.

TheTrangportation Data Office (TDO) provides data used to determine which
projects should be built and to assess the effectiveness of completed projects in
resolving highway system needs.

The Environmental Affairs Office providesinformation used in planning and
programming to help ensure that projects can be congtructed without an adverse
effect on the budget or the environment.

The Design Office, in conjunction with the Federa Highway Adminidration
(FHWA), sets the design standards that must be considered and incorporated into
the sdected projects, unless deviations have been approved.

TheBridge and Structures Office provides prdiminary design, schedule and cost
esimates for bridge projects and also hdps deveop fina plans, specifications and
estimates for contracts.

TheMaterials Laboratory provides expertisein andyzing soils, pavements, and
materias during project planning and desgn and provides acoeptance of materials
during congtruction.

TheHighway M aintenance Office provides information on sysem needsin the
planning, design and congtruction phases, and helps make sure that projects are
desgned and devdoped in a manner that ensures they can easly be maintained after
congtruction.

The Congruction Office directs and monitors work performed by contractors and
others on projects that address highway system needs and hel ps assess how any
project changes might affect the overdl highway congtruction program.

Page 2

Programming and Operations Manual
May 2001



Chapter 1

The Traffic Operations Office contributesinformation used in prioritizing projects
and hdps provide conceptud solutions to traffic related improvement needs for the
highway system. These solutions may become projects that are then programmed
for condruction.

TheBudget Services Office providesfiscad consderations throughout the
program building process, hel ps generate revenue projections, sharesthis
information with other officesto usein dlocating funds to the various subprograms,
and works with the Office of Financid Management (OFM) to ensure the
Department complies with ate laws.

The Accounting Services Office assgsin ensuring payment transactions are
properly set up and paid on time and performs the hilling function to obtain
reimbursement from FHWA.

The Department Project Screening Board (DPSB) reviews and approves magor
changesto programmed projects and the addition of new projects to the program

The Budget and Program Group (BPG) provides guidance on palicy issues,
project prioritization, and funding alocations and ensuresa common and cons stent
approach to Department business.

The Trangportation Commission sets palicy for the Department, determines
funding levesthat will be assgned to each program, approves the program of
projects to send to the Legidature for funding approval, and establishes palicies and
rules which govern how the Department accomplishesits work.

The Federal Highway Adminigtration (FHWA) provides funding and design
oversght to the Department and works with Program Management on processing
approvasfor federd funding, managing abligation authority, seeking spesid funding
for emergencies, and applying to use funds not spent by other dates.

The L egidative Trangportation Committee (LTC) conducts studies and
provides overaght on transportation issues and works closdy with Department
executives and Program Management to present the highway budget and associated
project ligsto the Legidature.

What Program Management Does

Program Management describes its own misson as follows: “ Workingin partnership
with othersto fadilitate the deved opment and ddivery of the Highway Congtruction
Program.” The primary duties which the Regionand Olympia Service Center Program
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Management offices perform to support this misson are summarized beow. Later
chapters provide details about what is invalved in accomplishing each of these functions.

Developing the Highway Congruction Program: Prior to the beginning of each
biennium, Program Management devel ops a specific ligt of prgects which will be
darted, continued, or completed within the coming biennium. Thisinvolves scoping
projects, prioritizing project needs and solutions, building the highway congruction
program, then reviewing and approving the program.

Managing Project Funds: After the Legidature has approved the congtruction
program, work begins on individua prgjects. Program Management prepares and
processes work order authorizations and federal aid agreementsto alocate funds to
individud projects. The office tracks project funding, makes adjustments to work
orders or federal aid agreements as necessary, and closes out work orders when
projects are compl eted.

M anaging Change: In addition to managing prgject funds, Program Managementaso
manages change a the program and subprogram levd. Thisinvolves monitoring
program levd expenditures, managing changesin project scope or cost, making
adjusments to the program as necessary, and managing the overal program to ensure
that available funds are used mogt eficently.

Measuring and Reporting on the Program: Program Management continualy
measures performance and provides reports to various groups to ensure successful
ddivery of the congruction program and to ensurethat the completed projects address
the needs identified in the Highway Sysem Plan. Measurements and reports are
provided to the Legidature, the Trangportation Commission, FHWA, the public, other
WSDOT offices, and other state agencies.

Providing Customer Support: Program Management provides various kinds of
support to interna and externa customers. The office provides forma and informa
traning, informationd and indructional materias assi tance with inputting and
maintaining data in computer databases, sysem documentation, and hdp with answering
questions pased about the highway congtruction program.

Rules That Govern the Work

The work done by Program Management isimpacted by numerous rules, guiddines,
directives, and pdicies At the federa levd, Program Management must comply with
palicies and rules set forth by other agencies such as the Federal Highway
Adminidration and regulations established by the Nationa Environmenta Policy Act
(NEPA) or the Federd Emergency Management Act (FEMA). When federd legidation
is passed, such as the Transportation ity Act for the 21% Century (TEA21),

Page 4
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Program Manegement must take steps to understand the spedific requirements of the hill
and to comply with the federd funding provisons s forth.

At the State levd, the law which governs project prioritization and program
deveopment is RCW 47.05. Other state laws and rules also have an impact on

program development and ddivery. The Office of Financia Management has
established spedific accounting practices by which the Department must abide. In
addition, the budget passed by the Legidature often indudes certain funding provisons.
And findly, court action can hand down decisons which can impact a given project or a
Department practice.

Within the Department, the Budget and Program Group establishes directives and
palicies which can affect procedures within Program Management, and the Department
Project Screening Board etablishes guiddines for reviewing and approving project
changes or additions. Program Managemert must understand these various laws, rules,
and directives and make sure it accomplishes its work in compliance with them. At
times, Program Management aso will take an active role in seeking ways to hdp shape
the rules by which it operates.

Key Elements and Concepts

To begin to understand the work of Program Management, it is necessary to have a
bas ¢ underganding of some key dements and concepts. The following pages describe
these dements. These descriptions are not intended to cover every nuance of agiven
topic but smply to provide a garting point for undersanding.

Washington’ s Transportation Plan

Washington’ s Trangportation Plan, a document prepared bythe Department’ s planning
community for the Washington Trangportation Commisson, provides a 20-year view of
the Sate trangportation system. This document includes goals, service objectives and
action drategies for al modes of transportation. It looks at the state owned system as
well as other sysems which the Sate has an interest in suchas ports and railroads.

Of spedid interest to Program Management is the portion of the plan which focuses on
the state highway system. This portion, referred to as the Highway System Plan (HSP),
describes how the Department will maintain, operate, preserve and improve the state
highway system over the next 20 years. The Commisson deve oped the plan’ gnitid
vison and gods from a series of recommendations by a public palicy task force
comprised of trangportation leaders from both the public and private sector.

The Department’ s planning community worked with the Commission to trandate the
vison and goasinto a set of service objectives with specific action Srategies to
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accomplish them. These objectives were modified based on public input and adopted
by the Commission. The Commisson has the planning community review and revise the
plan on a periodic bass.

For a current copy of the Highway System Flan, see:
http://mwww.wsdot.wa.gov/ppsc/wtp/

System Needs
The Department’ s planning community is responsble for comparing the objectives and
action grategies outlined in the Highway System Plan to the exiging highway sysem in
order to identify shortcomings or needs in the highway sysem. Thisinitia andyss
identifiesthe total system needs, without regard to how long it might take to solve them.
Cogt estimates to solve each need are made on a cost per mile or a cost per square unit
bass and then summed up to a preiminary total. Thistotal is compared to the potentia
revenue the Department may receive over the next 20 yearsin order to determine how
many of the neads can actualy be met. This process of determining System needsis
required by Washington’ s Growth Management Act and the Federal Transportation
Act.

20-Year Revenue Projections

Edtimating the amount of revenue the Department mght receive over a 20-year period is
not an easy task. Effortsto predict the number of gastax or motor vehide excise tax
increases were discarded because of the patentia for public concern. Instead, the OSC
Economics Branch found that dtizens of Washington have spent approximatdy $25 of
every $1,000 of their persona income (in 1994 dollars) to maintain, operate, presene
and improve the sate highway sysem. After estimating how much persona income
might grow over the next 20 years, the Economics Branch was able to project future
revenue. Thishigorical analysistook into account al sate, federa and locd dallars
spent on the highway system.

Because the cogt of solving the highway system needs can and has exceeded the
projected revenue in the pagt, the Commission directed the planning community to
develop a process to prioritize the identified needsin order to balance to the projected
20-year revenue. This processis known as condraining the Highway System Plan.

Constraining the Highway System Plan

The process the Trangportation Planning Office (TPO) usesto congrain the Highway
Sygdem Planinvolves a number of key steps:

The TPO uses a public involvement process to identify which of the action drategies
in the sysem plan are most important.
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Based on the public’ sinput and an impact andyss of ddaying the public' s lowest
priority action srategies, the Commission makes a decison of which action
drategies to reduce or delay beyond 20 years.

Once the Commisson makes its decison, the TPO sdectsthefind lig of nesds
through a collaborative process which indudes input from theRegion and OSC
offices, except for mohility needs.

When the decison involves a mohility need, the Region offices work with theloca
planning organization for urban areas (Metropalitan PlanningOrgani zatiors) or rura
aress (Regiond Trangportation Planning Organi zatios) to sdect which maohility
needs will be delayed.

In generd, the Hghway System Plan identifies a proposed strategy and estimated cost
for solving each need except for certain categories of needs, such as those for paving,
bridge painting, or unstable dopes. For these exceptions, the HSP discusses generd
approaches for solving the need and inserts an approximate value based on an
€conomic modd.

Once needs have been congtrained to match the fundingavailable over 20 years, the
Department’ s programming structure is used to devel op ebudget proposal for submitta
to the Trangportation Commisson.

Programming Structure

In 1992, atask force of the Legidative Trangportation Committee (LTC) directed the
Department to devel op a programming structure for the highway sysem which would
alow the Legidature to make investment decisons based on specific action Srategiesin
the Highway System Plan. As aresult, a structure was deve oped with a budget
category for most of the action Srategiesin theHSP.

The Legidature uses this programming structure to make investment decisons by
establishing abiennia appropriation That is, it sets amaximum spending limit for an
express purpose for each program. In the capital budgets for mogt sate agencies, a
maximum pending limitis established at the project leve within the program. Because
the Department has hundreds of projects each biennium within a given program, the
potentid exigsfor sgnificant ddaysif a prgject uses up its maximum pending limit
before the next legidative sesson.

In order to minimize this potential problem and gl provide the Legidature a method to
control expenditures and track budget dollars and commitments the Legidature and
Department agreed to a modified approach which alows the Department to group
capital projectsinto programs, subprograms, and categories based on the
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Commisson’ saction strategies, service objectives and goas. The Department has
identified three subprograms within tre preservation program and six subprograms
within the improvement program. These subprograms and their service objectives are
described beow. Figure 1.1 on the following page shows the current programming
gructure for the Department.

Program P - Highway Preservation

The oyjective of this program isto preserve the highway infrastructure cogt effectivey to
proted the public investment. The action Srategies are

Subprogram P1 - Roadways

Repave highways at regular intervas to minimize longterm costs, restore existing
safety features.

Subprogram P2 - Structures

Rehahilitate or replace exigting bridges and other Sructuresto preserve operational
and dructura integrity; reduce the risk of catastrophic bridge failure,

Subprogram P3 - Other Fadilities

Stahilize known ungable dopes; refurbish safety rest areas; congtruct weigh
fadlities, renabilitate or replace existing drainage structures, rehahilitate or replace
exiding dectricd, dectronic, and mechanica sysems.

Program | - Highway I mprovement

Subprogram 11 - Mohility

The objective of this subprogram is to improve mohility within congested highway
corridors.

Subprogram 12 - Safety

The objectives of this subprogram are to provide the safest possible highways with
available resources and to improve pedestrian safety.

Subprogram I3 - Economic Initiative

The objectives of this subprogram are to reduce delay to freight movement on date
highways, to partner with public and private entities to improve the highway sysem
in support of trade and economic devel opment, and to provide integrated traveler
services and tourism support.

Subprogram 14 - Environmentd Retrdfit

The objective of this subprogram isto retrofit state highway facilities as appropriate
to reduce existing environmental impacts

Subprogram 16 - Sound Trangt

This subprogram was added in the 97-99 biennium. Its ojective is to partner with
Sound Trangt (formerly known as the Central Puget Sound Regiond Trangt
Authority) to provide improved trangt access to Sate highways.

Subprogram 17 - Tacoma Narrows

This subprogram was added in the99-01 biennium. Its objective isto improve

Page 8
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mohbility along the SR 16 Tacoma Narrows Bridge corridor by partnering with

private firmsto desgn and build improvements.

Program P — Highway Preservation

P1 — Roadway

P2 — Structure

P3 — Other Facility

PA — Paving/Safety

Restoration

PB — Preservation

PD — Rest Area

PC — Catastrophic
Reduction

PE — Unstable Slope

PF — Weigh Station

PG — Program
Support

PH — Major Drain/
Electrical

Program P — Highway Preservation

|:| Program
|:| Subprogram
|:| Category

11 — Mobility 12 - Safety I3 — Econ Initiative 14 — Environ Retrofit
A — Urb ID — Collision IF - All Weather IK — Stormwater
— Yrban Reduction Highway Runoff
IE — Collision IG — Trunk System IL — Fish Barrier
IB - Rural ) .
Prevention Completion Removal
IC — Urban Bike IH — New Safety IM — Noise
Connection Rest Area Reduction
_ Il — Bridge IP — Policy
IQ - HOV Lane Restriction Implementation
1J — Scenic
Byway
. IR — Bike Touri
16 — Sound Transit |7 — Tac Narrows R' = TR,
oute
IT — Regional IlU — Tacoma IS — Avalanche /
Transit Authority Narrows Flood Control
Figure 1.1 - Programming Structure Modified January 2001
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Prioritizing Projects

Since nat all highway system needs can be addressed with available revenues, a
methodol ogy needed to be devel oped for setting priorities and for developing a
prioritized list of projects for each budget category in the Highway System Plan. This
methodology compares the benefits gained to the cost incurred for solving a given need.
The objective is dways to seek the greatest possible improvement in those areasin
which the Legidature haschosen to invest.

Because Regions do not have the workforce necessary to scope twenty year’ sworth of
needsin the system every budget cyde, Program Management has devel oped an
gpproach to minimize the volume of work and Hill identify the best projects. First, needs
are ranked within each budget category based on a measure of their need or potential
benefit. Second, the Regions scope or define projects to solve the needsin rank order,
in accordance with the design metrices. These matrices define the leve of devd opment
based on the functional dass of the highway and the category of need. Third, the
Regions apply the priority methodol ogies (based on the benefit cost approach) in order
to prepare a list of prioritized projects for each budget category. Program Management
takes these prioritized lists of projects aong with their benefits and costs and prepares
budget scenarios from which the Commisson sdects a preferred aternative or
aternatives for submittal to the Legidature. Induded with the recommended budget
dternativeis aligt of projects for each category and the amount of funding needed for
each project during the proposed budget period.

In developing a proposed budget, a number of questions must be considered: How
much of the projected 20-year revenue will be available in the next Sx years? Will there
be a revenue shortfal in comparison to the projection? Will the Commission
recommend that the Legidature pass a hbill increesng reverues? How much of the
exiging or proposed revenue will the Commission alocate to the highway congtruction
program for the next biennium and thenext Sx years? Once these questions have been
addressed, the Department can prepare a Six-year plan.

Six-Year Plan

The Budget Office along with various dfficesin the Planning and Programming Service
Center share responghility for developing a Sx-year plan for the Commission. This
proposal indudes a Sx-year forecast of available revenue by fund source,
recommended investment levels by program from the Washington Transportation Plan,
information about any revenue shortfalls that exigt, recommendations on how to alocate
exiging revenues, and proposed revenue increases between the programs.

The Department isdill debating how to devel op a recommendation for allocating funds
between programs. A number of different approaches have been tried in previous
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budget cycles and approaches are ill being refined. The common dements which have
exiged in all approaches have been to invave the program managersin preparing
prdiminary budget scenarios for evauation, and to seek input from the Department
executives.

Once a sx-year plan has been determined, Program Management can findizeits budget
request. In recent years, two different budget requests have been submitted for
approval. Thefird is based on currently available revenue and isreferred to asthe
Current Law Budget. The other isbased on a proposed revenue increase and iscalled
the New Law Budget.

Creating a Biennial Program

Each biennium, Program Management submitsthe Current Law Budget and the New
Law Budget dong with the proposed ligt of projects (the Legidative Book) to the
Commisson. The Commisson reviews these highway congtruction budgets dong with
the proposed budgets for al other programs within the agency. It seeks public comment
on the proposed budgets and thenworks with the program managers to incorporate
public comment into the final budget proposals. After the Commission has approved the
two budgets, it sends them to the Legidature.

The Legidature sgod isto make an informed decison about how to invest the available
funding among thedifferent programswithin the Department. Aswith the Commission,
thefirst step the Legidaturetakesis to had public hearingsin which theDepartment and
the public have an opportunity to testify on the proposed budgets and any potentia
revenue increases. The Legidature often requests additiona information from the
Department during this phase of the budget review process. These requeststend to

have a specific focus and must be responded to in a short time frame.

After itsreview, the Legidature determines where to invest existing revenues and
whether to passahill authorizing the cdllection of additiona revenue. Another option
they haveisto refer the revenue issue to a vote of the people. If the Legidature
authorizes the collection of additiond revenue, it will aso stipulate where the revenue
will be spent. Inthe fina budget that is passed, the Legidature authorizes expendituresin
each program by establishing an appropriation for the work Theappropriationis
broken down into subprogram alocations which are then usad to fund the individua
projects within the highway condruction program Figure 1.2 shows the seps involved
in the funding cyde

Programming and Operations Manual Page 11
May 2001



Chapter 1

Predict State
Revenues
Budget
Seer ces Predict Federal
Revenues
Commission
Approval Target
Programs ( Allocations Pro gram
State Developed Management
Revenues .
State Projects
Legislature Defined
’ Passes
Budget
Federal
Revenues
Appropriation
to Office of Program
Financial Allotments
Mgmt Allocations
Measure Set

Projects

Proceed
Spending

within Allotment Work Orders
Lewl Submitted
Expenditures ¢
Tracked Act

Accounting
Services

Figure 1.2 - Funding Cycle

Page 12

Programming and Operations Manual
May 2001



Chapter 2:
Developing the Highway Construction Program

Overview

In every odd-numbered year, the Washington State Legisature meets to consider
and pass an operating budget. One piece of this budget is funding for the highway
construction program. Prior b the beginning of the session, Program Management
develops alist of projects proposed for the next biennium. Thislist, called the
Legidative Book, includes projects that will continue or "carryforward" from the
current biennium and projects that will kegin or have a"new start” in the coming
biennium. After the Legidature has completed its work and set funding
appropriations, Program Management develops a final list of projects planned for
the next biennium. Thislist is called the Operating Book. It dfines the work the
Department will accomplish in the biennium and establishes a basdline to use for
measuring program delivery.

The process that Program Management undertakes to devel op the highway
construction program is called Book Building. This chapter describes one
complete Book Building cycle from beginning to end. The basic process consists
of anumber of different activities which include: prioritizing project needs and
solutions, building the program, reviewing the program, approving the program
and implementing the approved program.

The process itsdlf is not always ssmple or straightforward. Since the entire cycle
gpans two biennia, an activity from one Book Building cycle may be going on at
the same time as an activity for the next Book Building cycle. For example, at the
same time that work is going on to establish the Operating Book for one
biennium, work will already be underway to identify needs for the next biennium.
In addition, activities in each cycle will often overlap. For example, programming
instructions are usually developed at the same time that program targets are set.
Book Building is a dynamic process with no clear beginning or defined end.

Figure 2.1 shows a timeline of the primary tasks involved in the Book Building
cycle over two biennia. The remainder of the chapter provides details about each
of the steps in this process.
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Figure 2.1 - Book Building Process

Prioritizing Project Needs and Solutions

Each category of work within the highway construction program has a set of
needs which were identified by comparing a specific action strategy in the
Washington Transportation Plan to the existing highway system. These needs are
met by developing a project to program. The Legidature has directed the
Department to prioritize (select) projects for each category of the program based
on the benefits returned to the transportation user.
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All identified needs for prioritization are available from the Priority Array
Tracking System (PATS). PATS is the Department's official source for priority
information. Other sources of the same data should be considered informational
only. If there is a discrepancy between the information from another source and
the information in PATS, contact OSC Program Management for clarificaton.

The Regions must program a project or provide an explanation/justification for
not programming a project for each need identified in PATS. Fields are available
in PATS for Regions to enter an explanation/justification on each deficiency. For
detailed instructions about working in this system, see:
http://www.wsdot.wa.gov/ppsc/pgmmgt/pats/

Background Information

Program Management begins the prioritization process for a category of work by
identifying the potential benefit(s) associated with solving the need. For instance,
a High Accident Corridor need in the Collision Reduction category is identified
because accidents generate a cost to society. If these accidents can be eliminated
by construc ting a safety improvement to the highway, then the cost to society will
be reduced and a benefit gained. Trave time savings are not included as a benefit
because the primary objective of the Collision Reduction category is to reduce the
cost of accidents not travel time delay. If travel time were taken into
consideration, it could skew the selection process and identify projects which
reduced travel time but did little to reduce the societal cost of accidents,

The next step involves devel oping a scope of work to address the need in order to
determine how much of the potential benefit can be obtained and at what cost.
There are not sufficient resources to analyze the benefits and costs on all needs in
each category of the program each biennium, so a smplification has been made to
reduce the effort. Because the primary objective of the Department's prioritization
process is to provide the largest improvement for the least possible cost, needs in
each category are ranked based on their potential to provide abenefit.

The Regions scope projects to address the needs in rank order. The biennial
programming instructions help the Regions determine how far down the ranked
lists to go. The scope of work to solve a need can vary greatly among engineers.
To promote consistency, the design community, with the assistance of the
planning and programming community, has developed a set of design matrices.
Each design matrix sets forth the level of development for a given type of need
which would be automatically approved by the Department and FHWA.
Deviating from the matrix requires approval. The approving authority varies
depending on the functional classification of the route and type of work. The
Design Manual provides details about these design matrices and a list of the
approving authorities. The Design Manual only spells out who needs to approve a
deviation which is less than that identified by the design matrices. In those
instances where the scope of work exceeds the design matrix, approval isrequired
by the OSC Program Management Engineer.
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The Regions prepare a cost estimate for the approved scope of work and compare
the cost to the potential benefit in order to determine which projects are the most
beneficial to construct. This approach allows different needs to be prioritized for
the same section of highway every couple of years. Because the Department does
not want to inconvenience the traveling public any more often than necessary or
to spend unnecessary funds on traffic control and contract administration, the
prioritization process includes a provision to align priorities. If projectsto solve
the needs would have prioritized within a six year time frame, then the Region
may adjust priorities to combine the work into a single contract.

The following pages define each category of work and provide information on
how to determine project priorities.

Paving/Safety Restoration

There are three types of pavement included in this category: bituminous, asphalt
and concrete. Each biennium, the most pressing needs areidentified by the
Department's Pavement Management Section. They obtain information about the
roadway's paving and maintenance history and about existing conditions. They
use this data to predict when re-paving is due. The pavement life cycle varies
depending on the type of pavement and weather conditions. See Appendix H for
graphs of average pavement life cycles and life cycle costs. In general, bituminous
and asphalt sections are repaved several times during a 20 year period. Asa
result, specific paving needs are not included in the Highway System Plan.

Pavement datais stored in the Washington State Pavement Management System
(WSPMS) and is sent to the Region program managers and materials engineers
around July of each year. The Regions use the odd-year version of the data to
select projects and then scope solutions for the new biennial program. OSC
Program Management also enters the data needed for prioritization into PATS.

The Regions sdect projects by addressing their lowest life cycle cost needs (due
work) first. The Regions can identify the needs by looking up the paving due year
in WSPMS or in PATS. Those sections with a re-paving due year within the next
three years are considered due work. For example, in the 99-01 biennium, 2000,
2001 and 2002 are the due years. Sections with an earlier due year are considered
"past due' while those with a later due year are "future due." If the Regions have
more due sections than they have allocations, they further prioritize the projects
based on functional class of the highway. Interstate routes are done first, followed
by principal arterial, minor arterial, and then collectors.

Structure Preservation

This category of needs is made up of six types of work: bridge replacement,
bridge rehabilitation, bridge deck restoration, special bridge repair, bridge
painting, and miscellaneous structure repair. The structure preservation needs are
identified by the Department's Bridge Planning Section with the technical
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assistance of the Bridge Condition Section. Needs are ranked statewide by type
and sent to the Region program managers in the fall of the odd year. The data
needed for prioritization is available in PATS.

Catastrophic Reduction

This category of needs is made up of two types of work: seismic retrofit and
bridge scour. The needs are identified by the Department's Bridge Planning
Section with the technical assistance of the Bridge Condition Section. Needs are
ranked by type and sent to the Region program managers in the fall of the odd
year. The data reeded for prioritization is available in PATS.

Rest Area Preservation

The needs in this category include three types. sewer/water, building, and site.
They are developed by the Highways and Local Programs Service Center with the
technical assistance of the Department's Safety Rest Area task force. The task
force has recommended that initial emphasis be placed on improving sewer and
water needs because of the potential risk if health code standards are not met.
Their second emphasis area is building replacement or rehabilitation needs. The
last area of emphasisis site work which includes preserving such items as
sidewalks, picnic tables, and plantings. The needs are combined into a statewide
ranked list and prioritized statewide based on the cost per restarea visitor.

Unstable Slopes

The needs in this category were initially identified by the Region maintenance
saff. Thelist of unstable slopes was evaluated by the Region materials engineers
using a method devel oped jointly between the Department's Geotechnical Section
and Washington State University (WSU). The method includes eleven criteria. A
score is used to assess the risk for a given dope to dide. Slopes are then ranked in
descending order. The location of the dope and its rank are contained inPATS.
Each biennium, the Geotechnical Section provides the Regions an opportunity to
suggest revisions to the list of needs then ranks the needs in sequential order and
develops a recommended solution for each need. The recommended solutions are
sent to the Region Program Management office to calculate an estimate for the
work. The Regions prepare an estimate and send the estimates back to the
Geotechnical Section so they can complete a benefit cost analysis for each dope.

The benefits for this type of work include the cost of maintenance to clear debris
from the roadway, travel time delay for motorists, and accident costs. The
Geotechnical Section prioritizes the dope recommendations in benefit cost order
on a statewide basis and this information is entered into PATS. The prioritized list
is forwarded to OSC Program Management for inclusion in the biennial
programming instructions. The ultimate goal of the Geotechnical Section isto
have approximately six years of unstable slopes prioritized.
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In addition to the statewide prioritized list, a minor capital reserve for unstable
dope work is set up for each Region. The Region can use this reserve to pay for
unstable dope work such as geotechnical studies or low-cost slope corrections.

Weigh Stations

The needs in this category were initially identified by the Commercial Vehicle
Enforcement Office of the Washington State Patrol. They convened a statewide
meeting of all the weigh masters and devel oped a 20-year list of needs. They
established short-term and mid-term priorities. Every biennium this information is
reviewed and updated if necessary. The location of the needs and their priorities
areavailablein PATS.

The Department scopes projects which address weigh station needs based on a
Memorandum of Understanding with the Washington State Patrol. The
memorandum spells out which portion of work each agency will pay for.

Program Support

There are no specific needs identified in the Highway System Plan for this
category. The funding is set asde to pay for items of work which provide generd
support for the highway construction program. Eligible work includes activities
such as legal services, right of way plan updates, and audit reviews of contracts.
This category also includes a reserve for emergent needs in the Regions. Regions
can spend the reserve on digible work in the preservation and improvement
subprograms. Because there are no specific needs in this category, no
prioritization process is involved.

Major Drainage and Electrical Systems

The needs in this category have been identified by regional planners working with
colleagues in the Region Maintenance and Traffic Operations offices. Needs are
reviewed against a set of eigibility and deficiency criteria developed by a
statewide task force. This process creates a final list of needs by Region. The
97-99 biennium was the first time this category was in place and some refinement
of the prioritization process is still necessary.

Urban and Rural Mobility

The prioritization processes for these two categories of need are smilar and are
described together here. The OSC Planning Office identifies the initial needs and
sends them to the planners in each Region and to the Office of Urban Mohility to
review. The Region can expand or add sections based on local traffic volumes.
The planners work with their counterparts in local government to identify which
of these needs are the most important. This step is necessary if the list of mobility
needs has to be constrained to match limited revenues. Next, the list of
constrained needs is returned to OSC for inclusion in the Highway System Plan
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and for entry into PATS. OSC Program Management forwards these constrained
needs on an unranked list to the Region program managers for scoping and
prioritization. Only projects which address the needs on the constrained list are
eigible for prioritization.

The prioritization process evaluates projects againgt five criteria: benefit cost,
community support, environmental impact, land use, and multi modal. A separae
score is given for each criteria and the five scores are combined into a single
value using a mathematical formula devel oped by a software package called
TOPSIS (Technique for Order Preference by Similarity to Ideal Solution). The
value for each project is used to develop a statewide priority. The projects are
initially prioritized statewide in the event the Legidature decides to sdect projects
on that basis. In order to ensure a consistent application of the prioritization
process, the Regions forward their evaluation to the Transportation Data Office
for review. Following this review, the Mobility Program Manager creates the
statewide priority list and then breaks out the projects in sequential order by
Region.

Urban Bicycle Connections

The needs in this category are devel oped by the Highways and Local Programs
Service Center. They use the technical expertise of a statewide bicycle committee
which includes a Department representative and a public representative for each
Region. They identify the needs and prioritize them based on a point system
which evaluates the benefits and costs of each project. The prioritized list of
projectsis forwarded to OSC Program Management for inclusion in PATS and
the programming instructions.

Core High Occupancy Vehicle Lanes

The initial needsin this category were identified for King, Pierce, and Snohomish
counties and developed by the Office of Urban Mobility working with atask force
including representatives from the Northwest and Olympic Region and the
Olympia Service Center. These needs were entered into PATS and the projects to
address them were prioritized by the Office of Urban Mobility. At present a
proposed action strategy which would add new core systems in other parts of the
sate is being discussed.

Collision Reduction

There are three types of needs in this category: high accident locations (HALS),
high accident corridors (HACs) and pedestrian accident locations (PALS). The
HALs, HACs and PALs are identified based on collision reports submitted to the
Washington State Patrol. These needs are ranked regionwide based on the
societal cost of their accident history. The location of accidents and their rank is
sent to the Region program managers and entered into PATS.
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The Regions analyze the locations in rank order in accordance with the
programming instructions. They then develop a recommendation to address the
need. For example, they might decide either to: have Traffic Operations perform a
minor operation improvement, have Traffic Operations monitor the location, refer
the need to alocal agency if it islocated in a city with a population over 22,500
and is not on a limited access corridor, program aminor capital improvement in
Traffic Operations (Program Q), or program a capital improvement in thesafety
reduction category.

If the Regions choose to solve the need with a capital improvement, they are
required to perform a benefit cost analysisin order to determine its priority. This
value is entered into PATS from which a prioritized list of projects can be
obtained. The Regions may advance or defer a prioritized safety project under
certain conditions. If the project would be programmed within the next six years,
the Regions might combine it into a single contract with another prioritized
project in order to minimize traffic disruption and reduce contract costs.

Collision Prevention

The needs in this category consist of four types: interstate safety matrix, roadway
run-off (risk), at-grade intersections, and signals and channelization. The needs
are prioritized based on the cost benefit of reducing the potential societal cost of
accidents, except as noted below.

The needs in the interstate safety matrix group are identified by Region and
include any design feature which does not meet the standard specified in the
Interstate design matrices. Thiswork is usually done at the same time other work
is programmed such as paving. The needs in the roadway runoff (risk) group are
identified by the Planning Office based on roadway and roadside data from the
Transportation Data Office. The Regions have an opportunity to review and
modify the results. The needs are ranked based on the potential cost of accidents
as aresult of the existing conditions. The Regions analyze the needs in rank order
and recommend a solution in accordance with the design matrices. They then
calcul ate the benefit cost of the solution and enter the value into PATS. The
projects are prioritized on a regionwide bass.

The needs in the at grade intersections group are identified by the Planning Office
based on a set of criteria approved by the Department. The needs are ranked based
on a method developed by the Highway Safety |ssues Group. This group advises
the Director of Program Management, the State Traffic Engineer, and the State
Design Engineer on safety issues. The Regions analyze |ocations and recommend
solutions to address the identified needs. They then calculate the cost benefit of
the project and enter the value into PATS.

The needs in the signals and channelization group ae identified by the Region.
Each Region is responsible for preparing a prioritized list of needs for locations
that meet traffic volume and signal warrants as detailed in the WSDOT Traffic
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Manual. The regional allocation for signals and channelization workis used to
construct intersection improvements at these locations.

All-Weather Highways

The needs in this category are identified as those sections of highway which are
susceptible to damage by heavy |0ads when the roadway thaws after a freeze. A
statewide task force (consisting of the Pavement Management Engineer and
representatives from the planning, design, program management and maintenance
offices) has devel oped criteria to identify sections of roadway susceptible to
freezing and thawing. The roadway surface depth is compared to the frost depth
and if the roadway surface depth is less than 50% of the frost depth then the
roadway section is deficient.

The Regions review these sections with the task force and develop afinal list of
needs. Those sections which have been closed to traffic in the past due to freezing
and thawing are put in the constrained system plan and the remaining sections are
put into the unconstrained plan. A section can be placed in the constrained plan if
it will be less expensive to rebuild than to continue spending above average
amounts on maintenance and paving. The needs in the constrained system plan
are unranked. Priorities are determined by the Regions after conferring with the
local RTPOs to identify the most needed sections.

Trunk System Completion

The OSC Planning Office identifies the needs in this category by working with
the Trangportation Data Office to identify the state's T-1 freight corridors
(highways which carry 10 million tons or more of freight each year). The
Trangportation Commission determines which of these routes are to be placed in
the constrained system plan with the remainder being placed in the unconstrained
plan.

New Safety Rest Areas

The Highways and Local Programs Service Center works with the Regions and
other government agencies to identify locations for new rest areas on state
highways and to look for partnership opportunities. The location of these rest
areasis entered in PATS and prioritized based on the cost benefit of the facility.
The benefit of the rest area is based on the number of projected visitors.

Restricted Bridges

This category of needs is made up of two types of work: low vertical clearance
under-crossings on the Interstate (clearance less than 15ft. 6in.) and load restriced
bridges (licensed legal overloads). These needs are identified by the Bridge
Planning Section with the technical assistance of the Bridge Condition Section.
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Needs are ranked by type and sent to the Region program managers in the fall of
the odd year. The data needed for prioritization is available in PATS.

Based on discussions with the Commercial Vehicle Permit Office and the Bridge
and Structures Office, the low vertical clearance structures on the Interstate have
been given priority over the load restricted structures. Within the group of
Interstate structures, bridges are ranked based on their detour length. Detour
length is used because it corresponds to travel time delay which is the most
significant benefit impacted by these structures.

Scenic Byways

There is no prioritization process for this category because projects are sdlected
through a competitive grant process. The Highways and Local Programs Service
Center works with Regions to submit grant applications to FHWA for a national
competitive process. If agrant is awarded, work can be carried out on a project.

Bicycle Touring Routes

The Highways and Local Programs Service Center and the Transportation Data
Office have identified where a four - foot bike shoulder does not exist on the state's
six rural bicycle touring routes. They also have determined where the needs in the
high accident and risk categories on these six routes can provide a four- foot
shoulder. The remaining roadway sections have been identified and entered into
PATS. The Regions look for opportunities to solve these rural bike needs by
combining them with programmed work in other categories. This approach
minimizes traffic disruption and reduces contract costs.

Avalanche and Flood Closures

The OSC Planning Office has identified roadway segments on T-1 freight
corridors (highways which carry 10 million tons or more of freight each year) on
which travelers have experienced delays due to avalanche and flood closures.
These needs have been entered into PATS.

Stormwater Run-off

The Environmental Affairs Office (EAQO) surveys all storm drains which flow into
awater body. Each of these storm drainsisidentified as a need and is further
rated from high to low. The EAO has been working with Washington State
University to develop a method for prioritizing needs based on a cost benefit
approach. Their results are forth coming.

Fish Barrier Removal

The Washington State Fish and Wildlife Department has surveyed all the culverts
on the state's highway system and identified those which impede the migration of
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fish. These needs have been entered into PATS. The Fish and Wildlife
Department is conducting habitat surveys to determine the potential for migratory
fish recovery and is prioritizing the culverts based on the results.

Noise Reduction

This category has existed since the early 1980s, but until the 99-01 biennium
funding has been limited. Developments built prior to 1977 which are sensitive to
noise and adjacent to State highways have been inventoried. These locations are
entered in PATS. Developments built after 1977 are not listed in the inventory.
That is because since 1977, FHWA has funded a program for noise retrofit and
made states responsible for mitigating noise sensitive locations in conjunction
with new construction projects. WSDOT's retrofit locations are prioritized based
on aB/C ratio. Theratio is calculated by dividing the noise mitigation benefit that
a development would receive by the cost of the mitigation.

Policy Implementation

The Environmental Affairs Office (EAO) coordinates the department’ s
environmental policy direction in such fields as endangered species, hazardous
waste, stormwater, mitigation, cultural resources and consultant support. EAO
provides statewide |eadership for innovative solutions to complex environmental
problems to support regional project delivery and provides accountability to the
Legidature, Governor’ s office and Transportation Commission on current and
future environmental needs affecting transportation services.

Building the Program

The highway construction program is composed of many projects in various
stages of development and funding approval. The basic building block for the new
book is the projects that are commitments in the current book and will continue
into the next biennium. These "carryforward" commitments represent both dollars
and workforce expenditures into the next biennium. The book building process
starts with these projects. The Regions must review the current program of
projects and determine the risk of project delays and cost overrunsin the current
biennium plan that might affect the next biennium. Close coordination with both
the Project Development Engineer and the Construction Engineer must be
maintained to ensure that projects under development and under constration are
accomplished as planned in the current biennium.

Building on this foundation, new project phase starts are added based on
Department policy and Commission direction. These new project starts represent
needs that are identified in the Highway System Plan. The first step in adding new
projects to the book for the next biennium is to estimate the funding targets for
each category of work within each subprogram. Once OSC has provided the
target funding levels, the Regions can begin to assemble the new book. The
Region Program Management offices will solicit input from stakeholders on
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proposed projects for inclusion in the Legidative Book. Thisinput can help
program managers decide on tradeoffs in solving identified deficiencies which
have smilar priority. It isimportant to remember that Regions can't propose a
project unless a need has been identified in PATS.

After the new projects have been selected and the carryforward projects

identified, the program of projects is developed and the project data is input into
CPMS for balancing to the target alocations for both dollars and workforce
(FTEs). Then project summaries are developed. The program of projectsis
shared with Region executives and their input is incorporated. Adjustments are
made to ersure that the program can be accomplished within the constraints of
available workforce and facilities in the Region. At this time provisions are made
to allow for the use of consultants to provide additional capabilities for program
ddivery. Also, Regions can agree to share work, facilities, and staff as necessary
to accomplish the work planned for future years. The program needs to be
assessed for any special needs to accomplish it. Throughout this process, on-going
communication must be maintained withOSC Program Management for feedback
related to program direction and other Department policy including changesin
funding levels due to revenue changes and emergent needs in other Regions.

After the target allocations have been received from the OSC, the Regions
complete the program of projects for each subprogram. The program is again
reviewed for compliance to legidative intent, system plan needs, and the Region's
ability to deliver the program. The CPMS file is then updated in preparation for
copying project data to a draft book report. Some minor revisons and fina
adjustments may be made by OSC to reflect current funding conditions. The final
book data is then copied to a special file and the Legidative Book is formatted
and readied for submittal to the Commission.

Programming Instructions

Each biennium, OSC Program Management devel ops instructions for the program
managers to follow when programming projects for the Legidative Book. The
programming instructions provide guidance on specific requirements for the
biennium and include target allocations so Regions know what funding levels the
program will be built to in each subprogram. The following pages provide general
information about how projects should be programmed in any biennium.

For programming instructions for the current biennium, see:
http://www.wsdot.wa.gov/ppsc/pgmmgt/program/defaul t.htm

General Guiddlines

RCW 47.05 requires that an investment plan be developed for the six- year
highway construction program. This investment plan must consist of projects
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shown in full detail for the first two years of the six-year program and a financia
plan detailing the needs for the remaining four years. The Legidative Book is
developed to satisfy the requirements of this RCW. The Legidative Book consists
of projects sorted by State Route and Milepost showing the project title,
description, location, and planned start dates for preconstruction (PE and RW
phases combined) and construction. An expenditure plan for each phase per
biennium is displayed. The total project costs include future expenditures only
and do not include prior expenditures.

All of the project data presented in the Legidative Book comes from CPMS.
Therefore, it is critical that all data eements be loaded into CPM S accurately. The
Legidative Book is distributed to each legidator, the Transportation Commission,
and the LTC staff. It also is available to the general public and to the media. With
this wide distribution, it is important to make sure project details are accurate as
any errorsin the data are likey to be discovered.

Any deviation from the programming instructions, priorities, procedures or
allocations must be discussed with OSC Program Management prior to
proceeding with development of the program. Thisis necessary to ensure
consistency and a compl ete understanding of the program. OSC Program
Management presents the completed program to the Commission, the LTC, and
the Legidature. Regions need to make sure the people presenting the program
understand the decisions that went into its devel opment.

Every effort is made to maintain carryforward into the following biennium at a
reasonable level while maintaining delivery of system plan objects. Large
carryforward reduces the Department's ability to start new projects in future
biennia by committing available revenue. Also, excessive carryforward can make
program adjustments difficult to implement. Particular attention should be
directed toward minimizing the amount of carryforward using state funds.

Project Summary

Regions need to place special emphasis on project scoping, estimating and
scheduling during program development to ensure program delivery stays within
appropriated dollars and workforce. Regions should use the Highway System
Plan, the Design Matrix, the Roadside Classification Plan and other planning,
design and environmental documents to ensure project scoping is consistent.

The project summary is developed in the Region as a project is proposed for
programming and is based on actual field conditions with recognition of how the
project costs affect the remaining program. The project summary defines what has
been agreed to by OSC and the Region regarding the scope of work. It also
documents the design decisions made while determining the project scope. The
project summary must be as complete and accurate as possible. The intent of this
agreement is to identify the need that has generated the project and the proposed
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solution that will solve that need. The project summary must be approved prior to
beginning work on a project.

The environmental section of the project summary establishes the initial
environmental classification and documentation required for the project.
Environmental classification at the project summary stage has several benefits. It
helps in understanding the impacts associated with a project and it helps to
establish arealistic schedule and PE cost estimate. All projects must have
supporting State Environmenta Policy Act (SEPA) documentation. National
Environmental Policy Act (NEPA) documentation is also required for all projects
that are digible for federal funding.

Regions should take full advantage of expertise available from the Olympia
Service Center, FHWA, the Environmental Office, and local agencies when
scoping projects to ensure that all aspects are considered and that the proposed
solution is eligible for available funding. These resources can help the Regions
evaluate a project's impacts and provide the appropriate project direction.

Program Management coordinates review of the project summary by all service
centers and forwards any comments to the Regions for resolution prior to
approval. Once all comments and outstanding issues are resolved, theproject
summary can be approved and copies distributed.

Advance Engineering

In order to ensure delivery of the highway construction program, some advance
engineering projects are included in the Legidative Book and programmed in the
first biennium. If unanticipated delays occur on programmed construction
projects, the advance engineering projects may be used as a substitute without
additional action by the Secretary of Transportation. Also these projects may be
advanced if additional funds become available

Advance engineering projects are scheduled in CPMS with a PS& E ad-ready date
no later than the middle of the first biennium. The construction start date is
scheduled in the biennium when the project will begin construction given the
current funding forecast. Construction expenditures for advance engineering
projects are programmed in a future biennium and aged in conjunction with the
scheduled ad date.

Prior to proceeding with construction of any advance engineering projects, the
Region should contact the OSC Program Management office for approval to
proceed with the project.

Page 26
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Setting Program Targets

Each biennium, the OSC Program Management Office sets programming targets
for Region program managers to use when building the Legidative Book. A
programming target is an estimate of the allocation amount that will be available
to a Region within a given subprogram. With this amount in hand, Regions can
determine which high priority projects as identified in PATS to include in the
biennial program. The following pages explain how program targets are
developed and identify some of the issues considered.

General Objectives

The six-year financial plan provides subprogram totals by state, federal and local
fund source for each of the three bienniaincluded. The biennial totals by
subprogram are devel oped based on Highway System Plan distributions and
Trangportation Commission priorities. Local amounts shown in the plan are
estimates only and can be adjusted as needed.

Programming targets are devel oped by referring to the system plan information to
determine the distribution of available revenue. Program levels included in the
financial plan include all available revenues. Prior to distributing targets to each
Region, any amounts included in the financial plan which will not be distributed
by highway system plan formulas are excluded and later added to the appropriate
Region target. Examples of these types of funds are bond proceeds or dedicated
revenues included in the financial plan for a seect group of prgects.

Each subprogram typically includes bucket projects for support and other
recurring activities. Funding for these projects or activities isincluded in the
financial plan. These amounts should be removed from available revenues prior
to distributing targets to the Regions and then added to each Region's target.

Statewide Targets

With some subprograms, the process for setting targets is not done by system plan
formula but is determined by prioritizing statewide needs and evaluating each
Region's ability to deliver projects. This process is used for both subprogram P2
and P3. For example, in subprogram P2, needs are prioritized on a statewide basis
and schedules devel oped for each project. Schedules may be adjusted if

anticipated expenditures do not match the revenues available. Targets for each
Region are then devel oped from the proposed schedules.

Work in Progress

A review of work in progress needs to be made prior to distributing targets to
verify that work in progress does not exceed the planned target for any region
and/or subprogram. When work in progress exceeds the targets, further
investigations need to be made to determine if an error in the calculations was
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made, if the distribution needs to be adjusted to accommodate higher than
expected work in progress, or if some costs included in work in progress should
be considered new starts.

When fund source targets are developed, fund splits by federal and state sources
need to cover work in progress and provide a reasonable split for new starts.
Usually, targets for local funds are not included in targets provided to the Regions
for program building. Targets can be adjusted to cover local funded projects
loaded into CPMS by the Regions.

Identifying Fund Sources

There are three primary fund sources used in program building: federal, state, and
local. Federal funds, as used here, refer to financing provided through a federat
aid program established by Congress and administered by the Federal Highway
Administration (FHWA). State funds refer to revenues collected by Washington
State and include the Motor Vehicle Fund (MVF) and the Transportation Fund
(TF). Local funds refer to financing provided by local agencies within the state.
These may include funds from cities, counties, ports or other public or private
sources. Federal funds that come to WSDOT through local agencies or through
federal agencies other than FHWA are categorized as local fundsin CPMS.

Federal Funds

Federal funds used by the Department in the highway construction program cone
from the federal-aid highway program administered by FHWA. It isa
reimbursable financing program specifically for state highway projects. Under the
federal-aid highway program, FHWA provides funding but allows the state to
decide which roads will be improved and who will do the construction work. The
federal-aid highway program is a state/federal partnership. This program provides
for construction and preservation of the National System of Interstate and Defense
Highways (90% Federal — 10% State) and the improvement of other federal-aid
roads (80% Federal — 20% State). As existing sections of the federal-aid highway
system deteriorate, certain repair, reconstruction, and rehabilitation projects
become dligible for federal-aid.

Each year, FHWA makes funds available to the states according to formulas
determined by Congress. WSDOT establishes priorities in concert with local
officials through the metropolitan and statewide planning processes. The planning
process culminates in an approved Statewide Transportation I mprovement
Program (STIP) documenting which projects will be developed within funding
limits. Under the federalaid program, WSDOT is responsible for coordinating
project planning, design, and construction with local agencies. If the Department
decides to develop a project using federal funding, FHWA provides technical
assistance and approvals at key stages to make sure the project meets applicable
federal requirements, such as the National Environmental Policy Act (NEPA).
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Under the federal-aid program, the federal government reimburses WSDOT for
costs actually incurred on projects. The authorized amounts distributed to
WSDOT represent lines of credit which the Department can draw upon as
federally-assisted projects are advanced. Thisisin contrast to a grant program
where the federal government issues a check up front for the entire estimated cost
of aproject.

Funding for highway projects is drawn from the Highway Trust Fund which was
created in 1956. Revenue for this fund is derived from dedicated highway user
fees such astaxes on fud, tires, and truck sales. Trust fund dollars are distributed
or apportioned to each state according to formul as established by federal
legidation. These formulas are based on various factors such as lane miles,
vehicle miles of travel, population, historic levels of funding, and the state's share
of receipts in the Highway Trust Fund.

The current legidative authorization for the federalaid highway program is the
Transportation Equity Act for the 21st Century (TEA-21) passed by Congressin
May 1998. This legidation provides authorization for federal aid to highways and
transit programs for the six year period from October 1, 1997 through September
30, 2003 (federal fiscal years 1998 through 2003). The federalaid fund types that
can appear in the state's highway congtruction program include: Interstate
Maintenance (IM), National Highway System (NHS), Surface Transportation
Program (STP), Highway Bridge Replacement and Rehabilitation Program
(HBRRP), and Congestion Mitigation and Air Quality (CMAQ). Congress can
also designate funds to specific high-priority projectsin the authorization bill or in
the annual USDOT appropriation. See Appendix F for additional information
about federal fund types.

State Funds

State funds are established from revenues collected by Washington State. Three
principal state- imposed and state-collected sources of revenue are available to
fund transportation in Washington: motor fue taxes (especially gas taxes);
licenses, permits, and fees for using the transportation system; and the Motor
Vehicle Excise Tax (MVET) based on vehicle value. With the passage of
Referendum 49 on November 3, 1998, about three quarters of the MVET
proceeds are being used for transportation purposes. The gastax is aflat tax that
has not changed to match inflation. The Legidature periodically passes increases
to this tax to fund highway construction.

For details about the distribution of MVET taxes, see
http://www.wsdot.wa.gov/fasc/keyfacts keyfacts.pdf

State revenues are deposited into the Motor Vehicle Fund and the Transportation
Fund. These funds are appropriated to the Department along with federal and
local funds in the biennial Trarsportation Budget Bill passed in the odd years by
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the Legidature. Supplemental budgets may modify the biennial budget in the even
years. Legidative appropriations in these budget documents are provided for
preliminary engineering, right of way acquisition, and construction work in the
highway construction program. Further conditions and limitation on the use of
state appropriations may be specified in the text of the budget document. State
funds may aso include bond proceeds. Bond funds typically are appropriated for_
aparticular program or particular group of projects such as the SR 18 corridor in
King County.

Local Funds

Local funds are reimbursements for work done on the state highway system from
sources other than the Motor Vehicle Fund, the Transpatation Fund, or the
Federal Trust Fund. Examples of sources for these funds are local agencies such
as cities or counties or funds received directly from a developer. All projects
which plan to use local funds must have the appropriate finance codes entered
into CPMS to identify the funding levels expected from the local source.

Selecting a Fund Source

Modified November 2000

A primary goal when devel oping the highway construction program should be to
utilize all available external sources of funding anticipated being available for the
highway programs. External sources include federal and local funds. The level
of local funds available is dependent on Developers, Cities and Counties
willingness to participate in state highway projects. Annual obligation authority
controls the leve of federal funding available to WSDOT programs.

When programming projects for federal aid, federal funds with the least flexibility
should be considered first for project funding. Interstate Maintenance funds are
the least flexible of the federal funds utilized in this program and should be used
whenever possible for projects programmed on the Interstate system. National
Highway System funds can only be utilized as a funding source for work on the
National Highway System, which includes the Interstate. Work on all routes can
be funded from the Surface Transportation Program or state funds. In order to
minimize the amount of paperwork processed to FHWA, it is preferable to
concentrate the use of federal funds on high cost projects and, to the extent
possible, to finance low-cost project phases using state funds.

Included in the biennial programming instructions OSC will provide guidance
regarding federal fund source selection criteria indicating by program thresholds
by phase and federal funds source.

The regions code projects in CPMS as either digible for federal funding or as
funded with federal funds consistent with the programming instructions. OSC
will review the program on a statewide basis and balance OA, federal
appropriations and available state funds. Once this review is complete the regions
will be asked to modify the proposed funding on selected projects.
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Hazard dimination projects on all federal-aid routes are eigible for 100% federal
funding. State matching funds are not required for the dligible portions of
qualifying work. However, a small amount of state funds are required on these
projects to fund nonparticipating charges to the project. The amount programmed
for nonparticipating charges should be 1%to 2% of the project cost. Qualifying
work generally consists of traffic control signalization, pavement marking, traffic
sign installation, guardrail installation, concrete barrier end treatments, and break
away utility poles.

Combining several federal, state, and/or local appropriations on a given project
should be avoided whenever possible, although on some cooperative projects this
may not be possible. Multiple federal fund sources on a project can complicate
fund management and tracking, and make acurate reporting difficult. However
using local or developer mitigation funds as a match for federal fundsis
encouraged whenever possible.

OSC Program Management can also provide assistance in determining project
eigibility and identifying appropriatefederal funds to use on any given project.

Entering Project Data in CPM S

Astheindividual projects within the proposed program are identified, project data
needs to be entered or updated in CPMS. The following pages provide general
guidelines to follow when entering this data.

Any project with a phase start in the first biennium must be fully defined in
the CPM S production file with cost, schedule and workforce data.

All projects included in the proposed program must be included in the
financially constrained highway system plan.

All projects which plan to use federal funds and all regionally significant
projects need to be included in the Statewide Transportation |mprovement
Program (STIP) prior to beginning any phase.

The relationship between Program Item Number (PIN) and Work Item
Number (WIN) should be kept as ssmple as possible. One PIN to one WIN
should be standard except where multiple subprograms are invol ved.

Accurate aging of project costs should be maintained. The Department
measures itsperformance by comparing planned to actual expenditures every
month throughout the biennium. If aging of planned expendituresis overly
optimistic and the plan is underspent, it may be necessary to explain the
reason to Department executives.
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Realigtic phase start dates should be set. The ad date marks the start of the
construction phase is used to measure project delivery. Deviations from this
date may need to be explained to Department executives, the Commission, or
the Legidature.

The CPMS file must be in balance to the current and future biennium's
allocations prior to lockup of the program.

OSC Program Management provides each Region with programming targets
in al subprograms, with fund source allocations broken down by federal, sate
and local. Local allocations are developed by each Region based on the
Region's program allocations.

Bucket projects must use approved titles and numbers. These standard
numbers must be used to ensure statewide consistency of a defined portion of
the program. If itis necessary to set up a new bucket project, submit a request
to OSC Program Management for a new bucket project number. When
programming bucket projects not defined in the programming instructions,
contact OSC Program Management to determine what number to use.

Project descriptions must be entered in CPM S on the PX screen. Descriptions
entered on this screen are printed in the Legidative Book for informational
purposes. There are generic descriptions that can be loaded onto the PX screen
with minimal effort. If the generic descriptions are not appropriate for a given
project, enter the appropriate description on the PX screen. Make sure spelling
and punctuation are correct.

System plan deficiencies addressed by each project must be entered in CPMS
on the DS screen.

Proper approval and program status code combinations should be used so that
projects are identified appropriately and can be tracked. The codesto usein
Book Building are included in the biennial programming instructions.

Preservation projects of less than $10,000 in carryforward and improvement
projects of less than $30,000 in carryforward into the next biennium are not
shown in the Legidative Book. They should be coded with approval code A
(administrative).

Projects that have multiple WIN phases with differing funding statuses on
given stages require additional codes to be entered on the cost screensin
CPM S within the stage of estimate field. The codes to use in Book Building
are included in the biennial programming instructions.

If Regions have questions about what coding to use in CPMS for a given project,
they should contact the OSC Program Management office for assistance.
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Reviewing the Program

The proposed program of projectsin each Region is given a comprehensive
review to ensure the program meets the objectives for each subprogram. These
reviews are coordinated between the Region and OSC Program Management
Offices. The schedule and agenda is distributed prior to the meeting to allow time
for adequate preparation of reports and supporting data by the Regions.

Usually, the review is scheduled as an on-site visit to the Region by the OSC
program managers towards the end of the new program development cycle. The
review provides an opportunity for team building, information sharing, and
coordination of the overall program. It functions as a double-check that the needs
and the solutions are in balance. The review is made by subprogram and usually
consists of a discussion of the proposed program and how it addresses the service
obj ectives identified in the Highway System Plan.

Specific project details are rardly discussed as the higher level summary of the
subprogram is what is important. Areas where the program deviates from system
plan priorities need to be explained by the Region to ensure that OSC program
managers fully understand the decisions that |ed to the devel opment of the
Region's program. The information gathered at the review is often used by OSC
to answer legidative questions at a later date. After the reviews have been
completed in each Region, corrections or updates may need to be made in the
project datain CPMS. Then, the overall statewide program is ready to be
compiled for submittal to the Commission for review and approval.

Approving the Program

After the highway construction program has been given a comprehensive review,
it is presented to the Commission for review and approval and from there to the
Legidature for review and approval. The document used to present the proposed
program of projects to the Legislature is called the Legidative Book.

Creating the Legislative Book

The Legidative Book shows all the projects proposed for inclusion in the highway
congtruction program. It shows the project title and location, start dates for
preconstruction (PE and RW phases combined) and construction, and an
expenditure plan for each phase within each biennium. All of the project data
presented in the Legidative Book comes from CPMS.

To create the Legidative Book, a copy of the entire CPM S Production database is
made and moved into what is called the Book environment. A number of reports
are used to make sure that datain CPMS has been entered correctly and that data
matches in the Production and Book environments. These reports check for errors
in approval codes, phase start dates, and expenditure aging plans.
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While this verification processis going on, if a change needs to be made to the
project datain the Production environment the same change must be made to the
project datain the Book environment so tha the data continues to match. Regions
can update data in the Production environment but only OSC Program
Management can update data in the Book environment. Once all project data has
been verified or corrected, the Legidative Book is printed from data in the Book
environment.

Commission and Legislative Approval

The Legidative Book is submitted to the Commission for review and approval
along with the budget proposals for the Department's other programs. As part of
the review process, the Commission holds work sessions with the managers of al
programs to develop an understanding of what work is included in each.
Following these work sessions, public hearings are held to gather input on the
proposed budgets. The Commission considers the different input and then makes
afinal decison on what to include in the budget. The approved budget is sent it to
the Legidative Trangportation Committee (LTC) for their review and action.

The LTC is comprised of members from both the House of Representatives and
the Senate. The LTC conducts studies and provides oversight for transportation
agencies when the Legidature is not in sesson. During the legidative session, the
House and Senate committees conduct their business separately, which includes
developing the budggt.

One of the committees will begin the budget review process by holding a series of
public hearings to gather comments on the budget as proposed by the
Commission. While these hearings are underway, the committee staff will review
the current revenue forecast to confirm if there is sufficient revenue to cover the
budget proposal. Either Committee has the authority to revise the amount of funds
requested by the Commission in any category of the Highway Construction
Program. The committees will publish project lists that may include additional
projects or exclude projects that were proposed by the Commission.

Ultimately, one of the committees will approve a proposed budget bill and send it
to the floor for the entire chamber's review and approval. Following approval of
the hill, it is sent to the other chamber's transportation committee for review. The
other chamber's committee can accept the budget proposal asis, modify it, or
submit their own proposal in its place. If the budget bill passed by one chamber
differs from that passed by the other chamber, the final bill is sent to a conference
committee where the differences are resolved.

Once the budget bill has been passed by both the House and Senate, it goes the
Governor for signature. The Governor has 10 days to review the bill. He or she
can sgn it asis, veto certain line items, veto the entire bill and send it back to the
Legidature, or take no action and let the bill become law after 10 days.
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Commission Resolution to Advance Preliminary Engineering and
Construction

For the last several biennia, the Department has requested passage of a
Commission resolution to authorize, where practicable, the early commencement
of PE, RW, and CN for projectsincluded in the Legidative Book. This approval
allows the unimpeded continuity of project activities through the pre-biennium
early construction season. The approval applies only to those projects funded
under current law and is subject to the availability of funds.

Work orders for preliminary engineeringmay, with passage of the resolution, be
set up with the PIN in the Legidative Book for the amount in the current law
budget. Advance PE buckets should be reduced by the anticipated biennial
expenditures. Approval authority for the work orders remains with the OSC
Office of Program Management, and it anticipates that project summaries have
been submitted for the requests to advance preliminary engineering work.

Theintent of including advance CN in the resolution is to avoid Screening Board
and subsequent Secretary or Commission approval for projects advertised for bids
during the pre-biennium winter and spring. It is recognized that many of these
projects will have little or no expenditures until the next biennium; any exceptions
will be based on funding availability.

Implementing the Approved Program

Once the final transportation budget has been passed, final allocations for each
subprogram within the improvement and preservation programs are made and the
final program of projects for the biennium edablished. OSC Program
Management works with the Budget Office and others to distribute the legidative
authorization, which is made at the program leve, into separate alocations for
each subprogram. Final allocation amounts for each subprogram are
communicated to the Regions so they can make any adjustments necessary. These
adjustments can affect the planned new starts for the new biennium.

Creating the Operating Book

Once al the necessary adjustments have been made, another copy of the entire
Production database is made and moved into the Book environment, replacing the
Legidative Book data already there. Reports are again used to check to see that
codes have been entered correctly and that data in the Production and Book
environments matches. If a change needs to be made to the project datain
Production, the same change must be made to the project datain Book so the two
environments continue to match.

Once all project data has been verified and corrected, the Operating Book is
printed from thedata in the Book environment. The Operating Book establishes
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the final list of approved projects for the biennium. It establishes a basdline for
schedules and costs which are used to measure delivery of the program. It is sent
to the Transportation Commisson for review and approval.

Adjusting the Program

Throughout the biennium, the approved program of projectsis constantly
monitored and adjusted to compensate for project schedule and scope changes
made during the biennium. Those projects which are scheduled to go to ad during
the biennium are tracked to make sure they stay on schedule. This requires close
cooperation and coordination between the Program Management and Project
Development offices in the Regions.

In the even years, the Legidature meets again and may make adjustments to the
highway construction program either by proviso or by passing a supplemental
transportation budget. If either of these happen, new projects may need to be
added to the program or existing projects modified. The Opeating Book as
originally established near the beginning of the biennium is not changed but
additional projects may need to be monitored as part of the overall program.

Page 36

Programming and Operations Manual
May 2001



Chapter 3: Managing Project Funds

Overview

Work can begin on individual projects within the highway construction program
when project funds are authorized. Funds can be authorized at any point during
the biennium provided the project has been programmed. Thisis done using what
iscalled awork order authorization. A separate work order authorization is
required for each project phase: preliminary engineering (PE), right of way (RW),
and construction (CN). A standard form is used to submit the initial request for
authorization, to make modifications, and to close the work order. Thisformisan
important tool for managing project funds. Special care needs to be taken to make
sure the form is submitted in atimely manner, is completed accurately, and
provides clear information.

If aproject plansto use federal funding, a Federal Aid Project Agreement is
needed to establish a commitment from the Federal Highway Administration
(FHWA) to participate in the project costs. The Regions provide the information
necessary for submitting the agreement and the Olympia Service Center (OSC)
prepares the final form and submits it to FHWA for approval. Usually, Regions
submit the request for work order authorization at the same time they submit
information for the federal aid agreement. The federal aid agreement must be
approved before work starts on a project phase which will use federal funds.

Once project funds are authorized, work gets underway and charges come in
against the work order. As expenditures are incurred, they are posted in TRAINS
against an appropriation code. A nightly process trand ates the expenditures by
appropriation code into expenditures by finance code in CPMS. The finance code
isused in CPMSto track actual work order expenditures, to determine remaining
expenditures, to establish the monthly aging plan for how dollars will be spent,
and to redistribute planned expenditures over the remaining months of the project
during the monthly aging process.

Program Management tracks project expenditures, adjusts monthly aging plans,
and submits work order modifications as necessary. This monthly monitoring of
project expendituresis very important; it is much like balancing a checkbook. By
law, the Department cannot spend more than its biennial appropriation for each
subprogram. Program Management continually monitors and summarizes project
level expenditures to make sure expenditures at the subprogram level stay in line.
The goal isto make the most efficient use of the subprogram funds to accomplish
asmany individual projects as possible. Region and OSC Program Management
work together throughout the biennium to help achieve this goal.
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Preparing and Modifying Work Orders

The Work Order Authorization (WOA) form is used to submit new work orders,
modify existing work orders, and close work orders. See Appendix C for asample
of the form and instructions on completing it.

The following pages provide information to assist Regions in understanding the
use of thisform. Submitting an incomplete or inaccurate WOA form can delay
starting a project phase, authorizing additional funds, or closing of a project
phase. Such delays can ultimately affect a Region’ s ability to deliver its portion of
the highway construction program.

Background Information

The work order authorization process provides funding for preliminary
engineering, right of way acquisition and construction of al projects within the
highway construction program.

A work order authorization is used for:

e Setting up initial project phase funding

* Increasing or decreasing project phase funding

»  Setting up payable or reimbursable agreements on project phases

* Transferring funds within awork order

» Correcting inconsi stencies between computer systems (synchronizing work
order setups between systems)

» Adding other program funds to highway construction projects (for example,
adding maintenance funds from Program M)

» Exchanging funds (for example, if a project receiveslocal or devel oper funds
after getting underway, the funds from this new source can be added and funds
from another source can be reduced accordingly)

The process of setting up awork order can involve several computer systems: the
Capital Program Management System (CPMYS), the Transportation Reporting and
Accounting Information System (TRAINS), and the Contract Administration and
Payment System (CAPS). TRAINS is the core system used for storing and
managing expenditures. CPM S and CAPS are also used to manage and track work
order data. CAPS dataisfed to TRAINS for payments made to contractors.
TRAINS expenditure data is sent to CPM S every night.

When to Submit a Work Order

 Toset upinitia funding for a project phase. Be sure to submit the form well
enough in advance of the phase start date to allow adequate time for
processing. See the heading “ Setting up a New Work Order” for details.
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* Toincrease or decrease an existing work order. Be sure to submit the form
prior to incurring cost overruns.

e Toset up payable or reimbursable agreements on project phases. Be sure the
agreements have already approved been set up in TRAINS.

* Totransfer fundswithin awork order from one* group category” to another.
(Seethe Chart of Accounts for an explanation of group categories.)

» Tocorrect discrepancies between computer systems. Use the form to indicate
what data needs correcting in CPMS or in TRAINS.

When NOT to Submit a Work Order

* Morethan 60 days in advance of the planned phase start date. Work orders are
processed in the order they are received. Submitting awork order too far in
advance can take attention away from a more urgent request.

» If final expenditures are within $10,000 of the authorized amount. A large
number of projects have excess funds or are dightly overrun when the work is
complete. In most cases, expenditures within $10,000 can be administratively
reduced or increased without formal authorization. Thisis a grace amount in
order to substantially reduce the number of work orders processed.

* Toadjust to actual expendituresif agreements are till active and final
payments or billings are not complete or if the work order groups are still open
in TRAINS. If additional expenditures occur before the work order groups are
closed, the work order will overrun.

Setting up a New Work Order

Project funding begins with the set up of theinitial work order. Each project phase
has dlightly different eementsto consider before submitting the first work order.
For the PE and RW phase, the initial work order should be submitted to OSC at
least two weeks in advance for state funded projects and four weeks in advance

for federally funded projects. For the CN phase, theinitial work order should be
submitted to OSC at least four weeks in advance for both state and federally
funded projects. This allows adequate time for approval and set up through the
OSC Program Management and Accounting Offices.

Preliminary Engineering Work Orders
Thisisthefirst work order for most projects. Thiswork order is used for all

activities prior to construction with the exception of right of way acquisition. In
some cases, this may be the only work order set up for a project asin the case of
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planning studies or contributions to other agencies. The following items should
be addressed before submitting the initial PE phase work order.

* Isthe project programmed and in CPMS?

» Hasthe Project Summary been approved by OSC Program Management?

* Isthe project design phasein the STIP (for federally funded and regionally
significant projects only)?

» Haveall agreements needed to start the project design been approved?

* Isthe Project Design Office ready to begin design work on the project?

Right of Way Work Orders

Thisisusually the second work order set up on a project if there areright of way
activitiesinvolved. This can also be the only phase on a project as in the case of

contributions to other agencies. The following items should be addressed before

submitting the initial RW phase work order.

* Isthe project programmed and in CPMS?

» Hasthe Project Summary been approved by OSC Program Management?

* Istheproject right of way phasein the STIP (for federally funded and
regionally significant projects only)?

* Havetheright of way plans been approved?

* Isthedesign and environmental documentation approved (i.e., design fileand
NEPA approval)?

* Areall agreements approved for on-call appraisal and negotiation services
and/or reimbursable agreements from local agencies or developersin order to
start the right of way acquisition process?

* Isthe Region Real Estate Services Office ready to begin appraisal and
negotiation services on the project?

Thereis one exception to some of the conditions above. Sometimes it is necessary
to begin right of way appraisal work prior to the right of way plan, design or
NEPA approvalsin order to keep a project on schedule. In this case, it is okay to
submit an initial RW work order for up to 10% of the total RW amount up to a
maximum of $20,000.

Construction Work Orders

Thisis often the final and most important work order set up on the project. In
some cases this may be the only phase of a project such as small maintenance
projects or contributions to other agencies. The following items should be
addressed before submitting the initial CN phase work order.

* Isthe project programmed and in CPMS?
» Hasthe Project Summary been approved by OSC Program Management?

Page 40

Programming and Operations Manual
May 2001



Chapter 3

» Isthe project construction phase in the STIP (for federally funded and
regionally significant projects only)?

* Istheright of way secured and certified by OSC?

* Isthedesign and environmental documentation approved?

* Haveall agreements needed to start the construction process been approved
(these include, but are not limited to, service agreements, Washington State
Patrol agreements, and local agency contribution agreements)?

» Istheproject ready and scheduled for advertisement?

Biennial Work Orders

A biennial work order will authorize funds for only the two year time frame.
Biennial work orders are typically administrative in nature; the AD or IP number
may be used each biennium, but the work order authorization must be closed at
the end of one biennium and re-authorized with the new biennium’ s funding.

TRAINSwill automatically zero all biennial work orders at the end of the 25"
month. Any following expenditures on that work order will create an O-linein
CPMS.

Modifying an Existing Work Order

All projects are unique and dynamic. As aresult, it is often necessary to adjust
work orders that have already been set up in TRAINS. Changes can occur to the
project phase due to a variety of factors. Some of the more common reasons a
work order may need to be modified are listed bel ow.

* Insufficient design data at the time of project scoping

* New or revised requirements by other agencies

* Changesin state or federal laws

* Changesin design standards

* Community or local agency input to the project design

» Contractor claims resulting from unanticipated obstacles or project delays
» Changesin project scope

* Changesin project costs or financial needs

When a change occurs to a project phase as a result of one of these factors, the
same items should be checked before submitting the work order as described
previoudy in the Setting up a New Work Order section. In addition, several other
items should be checked.

» If there are proposed changes in the scope, have these changes been approved
by OSC Program Management or the Department Project Screening Board if
required? (See Chapter 4 for details about approving project changes.)
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» If additional right of way is needed, have the changes to the right of way plan
been approved?

» If thetotal project cost increases exceed the Region approved threshold
amounts, have these changes been approved?

The most important factor to keep in mind when modifying a work order isto
provide clear and concise information and justification for the change. This
information may be used when presenting the authorization to the Program
Management Engineer or the Department Project Screening Board. If the
authorization covers several contract change orders, provide the change order
numbers, titles (or description), sub-program, and associated cost. Indicateif the
work would result in a change to the contract beyond the original scope, intent or
time. All Regions have different procedures for communicating changes along
with some required formal processes prescribed by OSC. No matter what process
IS used, good communication is the key to success.

Closing a Work Order

When work on a project phase is done, the final step isto close the work order.
The responsihility for closing awork order lies with the Project Manager and the
Program Management Office. The closure processinvolves all those offices which
participated in the particular project and phase. It isimportant to maintain good
communication between all parties throughout the closure process. Before closing
awork order, the Region should check the following items.

For the PE phase:

* Isthe design work complete?

» If thereisa construction phase involved, isthe project awarded and all
advertisement expenditures compl ete?

» Areadl fina payments or reimbursements complete for the associated design
agreements (e.g., consultant or local agency agreements)?

For the RW phase:

» Areall right of way activities complete?

» Isright of way certified through OSC?

* Areal fina payments or reimbursements complete for the associated right of
way agreements (e.g., consultant or local agency agreements)?

For the CN phase:

» Areall construction activities complete?

» Arefinal payments and records complete?

* Areal final payments or reimbursements complete for all associated
construction agreements (e.g., State Patrol, consultant, utility, or railroad
agreements)?
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Once these items have been addressed, the Region can initiate the work order
closure. Each Region may have a different procedure for accomplishing this. In
general, the Region will notify those offices involved with the work order that
closureis planned. After this notification has been made, the Region Accounting
Office will complete a Work Order Closure Form (see Appendix D) and send this
form to OSC Project Support Services who will process the form and close the
work order in TRAINS.

Closing the work order in TRAINS generates reports which are used to complete
the closure process. One of these reports, called the Work Order Closure Report,
is used by OSC Program Management to make final adjustments and initiate
closure of the work order in CPMS. Another of these reports, called the Work
Order Accounting Plan, is used by Regions to verify final closure and make sure
that TRAINS and CPMS are in agreement.

It isimportant to remember that biennial work orders must be closed each
biennium. The Region Program Management office may have to remind project
managers to initiate this process; in some cases the Program Management office
may be the project manager.

Sources for Work Order Data

When setting up, modifying, or closing a work order, it is often necessary to input
data or review datain several computer systems and databases. The primary
systems used when working with awork order are listed below. For additional
information about these systems, see Appendix B.

* CAPS (Contract Administration and Payment System)

* CPMS (Capital Program Management System)

» EBASE (Estimate and Bid Analysis System)

* FIRS (Financial Information Retrieval System)

*  Proect Summary Database

* TRAINS (Transportation Reporting and Accounting Information System)
e TRIPS (Transportation Information and Planning Support)
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Reviewing and Authorizing Work Orders

The Work Order Authorization (WOA) form should be reviewed for accuracy and
completeness before it is submitted for processing. An incomplete WOA form

will only delay the process and/or result in an improper setup in TRAINS. An
improper setup can cause larger problems later on which may require extensive
and time-consuming effort by both Region and OSC staff.

What Elements OSC Reviews

All work orders which require OSC processing, whether through OSC Program

Management or OSC Project Support Services, must go through a formal review
process. Each WOA type has a dightly different review process. When the work
order isreceived, OSC Program Management determines what approval process
should be followed for the WOA.

All work orders are given an initial review by OSC Program Management. During
thisinitial review, the reviewer will consider such items as:

*  Which phase the work order isfor (PE, RW or CN)

* How the project isfunded (state, federal, TIB or local)

» For federally funded projects, whether the project phase previously has been
approved by FHWA on an SPES or STP Project

* What kind of work order it is (new setup, increase, decrease)

» What subprograms are included in the project

*  Whether the project summary is approved

*  Whether the documentation is complete

After thisinitial review, the work order is sent to the appropriate OSC Program
Management staff person for a more detailed evaluation. During this second
round, the reviewer will:

* Compare the WOA request to the approved book for each PIN. Thisis
necessary to determine the appropriate level for approval. Adjustments which
break certain thresholds require Department Project Screening Board
approval.

* Review the documentation provided to justify any change in project cost or
scope. Thisinformation is needed to document why project costs have
changed from the approved book.

» Determine whether the request can be accommodated within the Region
allocation by fund source and/or subprogram. Adequate all ocation needs to be
available for the Department to authorize planned expenditures.
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* Deermineif statewide adjustmentsin allocations are required to
accommodate the request. If arequest exceeds the Region allocation, the
request may be accommodated by adjusting statewide allocations. Agreements
to reduce one Region’ s allocation to accommodate another Region’ s cost
increases will have to be made prior to approval of the work order.

» Deermineif parcels areincluded on approved right of way plans for RW
work orders. Thisisarequirement of the Real Estate Services Office with the
intent of assisting the acquisition process by verifying that parcels are on an
approved plan prior to acquisition.

* Check to seeif the project scopeis consistent with the approved Project
Summary.

* Deermineif CE on construction work ordersis consistent with Department
guidelines for projects of thistype and size. If the CE is not consistent with
Department guidelines, adequate documentation needs to be provided to
justify the deviation.

» Deermineif state force work for the construction phase conforms with RCW
47.028.030. This RCW limits construction work performed by state forces to
$50,000.00. The Program Management Engineer cannot willfully authorize
expendituresthat violate state law.

* Make sure CPMS has been updated to include the request. Thisis necessary to
verify that CPM S data accurately represents the project costs when compared
to costs in the approved Operating Book.

» Makesurethework order is complete and accurate. Thisreview is made to
help reduce the number of errors occurring in TRAINS and CPMS data.

* Ensureall FHWA requirements have been met. Thisreview is completed as
part of the federal aid process.

Steps in the Review Process

The review processis dightly different for each type of work order that is
processed. Figures 3.1 through 3.5 show the decision points and considerations
made in the review process for the different types of WOA's submitted.
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WOA received by
Olympia Service
Center (OSC)
Program
Management (PM)
Office

New WOA set-up?

No

v

Log work order into
statewide WOA <

Assign appropriate
Yes—»{ work order number
(PE and RW only)

tracking database

J

A

New Set-up or
Increase
(All phases)
Go To Figure 3.2

WOA type

l

Dollar transfers within
work orders
(all phases)

OSC Program
Manager approval
required

Transfers of funds to state

le—Yes force group (Group Category
04) on CN work order?

Decreases
(all phases)

Update CPMS (adjust
Y lines)

v
Update Statewide
WOA tracking
database and submit

original to OSC
Accounting for TRAINS
processing

Figure 3.1 - Work Order Review Process (initial steps)
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Construction
Funding approval
process
Go To Figure 3.4

¢——Yes

New WOA Set-up

or Increase (WOA

received by OSC
PM Office)

New CN set-up?

No

v

Check CPMS for
accuracy and input
work order number for
new set-ups

Prepare a Work Order
Review Form (WORF)

Only for Region WOA's

RW WOA's can be submitted for the total
budget amount prior to RW plan approval,
but acquisition can't occur until a plan is
approved. If the phase is funded with
federal dollars, a Preliminary Funding
Estimate (PFE) must accompany the WOA
to OSC

RW work order?

WOA set-up review

Go To Figure 3.3

Manager Authorization

OSC Program

of work order

Update CPMS and Statewide
WOA tracking database and
Submit original to OSC
Accounting for TRAINS
processing

Figure 3.2 - Work Order Review Process (new setups/increases)
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Work order authorized
in region but needs
CPMS adjustments

!

Update CPMS and
Statewide WOA
tracking database
and Submit original
to OSC Accounting
for TRAINS
processing

OSC WOA set-up
review.
(WOA received by
OSC PM Office)

Yes

Project Summary
review (if appropriate).
The Project Summary

must be in OSC for

review before any PE
new starts

OSC authorization
needed?

No———

This is for work order
changes
(all phases)

Yes —

Items to check (by appropriate OSC
Subprogram Manager):
- current level versus Book level
- Obligation Authority Plan consistencies <
- Fund Sources
- CPMS cost screens for consistency
- Department policy consistency

Is WOA request Negotiate with the

Figure 3.4

Return to Figure 3.2 or

? < Y N i
New set up? es acceptable? 0 Rg_glon or reque_st
additional information
Yes
Items to check (by OSC federal Aid Engineer):
- Project phase must be in the STIP with the
Federal Aid? Yes—p appropriate funds sources
- See section on "Preparing Work Orders" in
this chapter for details
FHWA review, Prepare Federal Fprm
o 120 (federal funding
< authorization and < - -—
return to WSDOT authorization) and
submit to the FHWA

Figure 3.3 - OSC Work Order Review (new setups/increases)
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OSC AD and
Award

4

OSC and Region
Program Management
reviews Engineers
Estimate (EBASE)

OSC AD

Region or OSC
AD?

Region AD

Region AD and
Award
(RAA)

4

Engineers Estimate
(EBASE estimate)
review in Region
Program Management

4

Negotiate changes with region:
Region submits a "new
set-up" WOA to OSC
with a copy of the
Engineers estimate
from EBASE

- If within acceptable limits, move ahead to
No—Pp{advertise project

- If not acceptable, then proceed with appropriate
action (Department Project Screening Board or
Assistant Secretary Approval)

Estimate
reasonable?

Yes
\ 4

Advanced Notification
of Funding Approval (< WOA new set-up

(ANOFA) is generated review

Go To figure 3.3

OSC Program
v Manager Authorization
of work order
(ideally one week prior
to project
Advertisement)

OSC Program >
Management notifies
OSC PS&E office of

funding availability

y
Original WOA to OSC
Contract Payments
Section (CPS) for
assignment of Contract
Number and CAPS
set-up

4

Submit original WOA to
OSC Accounting for
preliminary TRAINS

processing

State Design Engineer
approves project for
Advertisement

On Advertisement day:

OSC Program

Management office - AD letter with latest Engineers

creates "new set-up” estimate (EBASE) to OSC CPS.
WOA P (Faxed from Region or hand carried
from OSC Plans office)

| I

[ [ A 4

WOA new set-up
review Bid Opening
Go To figure 3.3 Go To Figure 3.5

Figure 3.4 - Work Order Review Process (CN ad and award)
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Bid opening OSC or Region Plans

Office contacts Region
| Design and/or Bridge
Office for Justification

A

OSC or Region
Design, Operations,
OSC/Region Program
Management decide on

Bid over 10% or
$25,000 (whichever is
greater)

pursuance
No
Secretary (OSC AD and
Award) or Regional
Award Contract Administrator (Region AD
No—»  and Award) letter to
Contractor rejecting the
bids
Y A
Yes
Execute Contract ¢
Region submits or resubmits
letter of justification to OSC
Contract AD and Award Office
Y (CAAO) who verifies funding
EBASE data with OSC Program
copied to CAPS by Management
OSC CPS
. 0sCand Reglon [¢No Funds Available?
Region or OSC Program Negotiate
Management submit WOA
adjustment to award level
(see Figures 3.2 and 3.4 for
decrease or increase process) Yis
CAAO writes
justification letter for
Secretary approval
Award Decision
——Yes No
Contract Approved?

Figure 3.5 - Work Order Review Process (CN bid opening)
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Who Can Authorize a Work Order

The following table shows the types of WOASs which can be approved in the
Region and which must be approved by OSC.

Approval By
Type of Work Order OSC* Region+
Initial Set-up
State funded work orders within Book amount (PE only) v
Federal funded work orders (PE, RW and CN) v
Early RW appraisals ($20,000 limit) v
RW acquisition (all projects) v
Region emergent needs projects (PE and CN only) v
All other CN work orders v
Increase
State funded work orders within Book amount (PE only) v
Region emergent needs projects (PE and CN only) v
All other PE, RW and CN work orders v
Fund transfer (no changeto current authorization level)
State force labor (Group Cat 04) on CN work orders v
All other transfers v
Reduction
PE, RW and CN work orders | | v

* The OSC Program Manager (or designee) must authorize these expenditures.
+ The Regional Administrator (or designee) can authorize these expenditures.

How to Check the Status

At times it may be necessary to check the status of a work order authorization.
OSC Program Management uses a statewide database to record and track the
status of all active work orders. Anyone can access this database to view the latest
information about a work order.

The database runsin FileMaker Pro Version 4.0. It islocated on the Stargate
server in OSC and is accessed through the Hosts button in FileMaker Pro. The
name of the database is WOA CENTRAL DB. Contact the Construction Program
Authorization Engineer in OSC Program Management for assistance with
accessing this database.
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Managing Work Order Expenditures

Thework order isthe basic tool used to manage the funding appropriations made
by the Washington State Legislature. Appropriations are broken down to program
allocations, and these are then broken down to subprogram allocations for each
Region. Specific work within each subprogram allocation is identified by a unique
Program Item (PI). The work to be accomplished by each Program Item is defined
by one or more Work Items (WI1), each of which will have a preliminary
engineering, right of way, and/or construction phase. A separate work order istied
to each Work Item phase. There is always one and only one work order for each
Work Item phase. However, funding for a given Work Item phase can come from
more than one subprogram allocations. The work order, then, isavaluable tool to
monitor and manage costs associated with projectsin the highway construction
program and to track expenditures for a given subprogram allocation.

Work Order Groups

Work Order groups and group categories are established to provide a further
breakdown of work order expenditures. The group category segregates
expenditures by type of work, such as state force work, work done by others under
a payable agreement, or work done by a contractor. Multiple groups may be set up
in each group category. Regions have authorization to move funds between group
categories aslong as the net transfer is zero and other criteriais met. Increasesin
the state force category on the CN phase require OSC approval. Group categories
may not be reduced below actual expendituresto date. The regional authorization
should be used to €liminate unnecessary processing of work orders by OSC
Program Management and OSC Accounting Services,

On active work orders, expenditures should be controlled in the Region. If a
project is not going to have any direct charges madeto it for awhile or if the
project needs to be closed, then the Region or OSC can close the groups on any
particular type of funding. Closing the groups can limit or totally restrict the use
of the work order funds.

Responsibilities of the Project Manager

The assigned Project Manager in the Region is the person with primary

responsi bility for monitoring the specific activities of awork order and for making
sureit stays within authorized funding. The Project Manager should establish a
work plan that includes an expenditure plan. The expenditure plan should clearly
show how much has been spent each month and how much is planned to be spent.
A clear understanding of the expenditure plan for a project is critical. If additional
funds are needed, they should be requested before expenditures overrun.

The Region Program Manager monitors the subprogram allocations and
expenditures. A general review of work ordersin the highway construction
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program is performed, but it is the Project Manager who has primary
responsi bility for monitoring and managing the project expenditures.

Reporting on Work Order Expenditures

Work order authorization and expenditures are tracked using a variety of printed
reports and database reviews. Work orders are generally reviewed on a monthly
basis but may be tracked more frequently if the situation warrants. Reports are
available from TRAINS, CPMS, and FIRS to use for tracking expenditures. In
addition, some mainframe data can be downloaded to a personal computer for use
in producing customized reports, charts, and graphs.

Establishing Federal Aid Agreements

A federal aid agreement, initiated by completing FHWA Form 120, defines the
scope and cost of a project which will utilize federal funding. When approved by
FHWA, the form establishes an agreement by FHWA to participate in the project
cost. Whilethisform is prepared and submitted by OSC, Region Program
Management staff need to understand the requirements for receiving federal aid
funding on projects.

Approval of afederal aid agreement isrequired prior to starting any project phase
where the Department plansto use federal funds. Any expenditures that are
incurred prior to FHWA approval are not digible for reimbursement. An
additional authorization may be required if thereis a change in project scope or
new work is added to the project. Thisis particularly important during
construction when new work may be added to the project by a change order.

How the Approval Process Works

FHWA Form 120 is prepared by OSC Program Management using information
provided by the completed Work Order Authorization form. It isreviewed and
approved in OSC, then submitted to FHWA for review and approval. The FHWA
review considers such questions as:

* Aretherequested funds avail able?

» Isthe project as described digible for the type of funds requested?

» Hasthe state met FHWA requirements for devel oping the project?

» Isthe project in the approved STIP?

Oncethereview is completed, FHWA returns the approved form to OSC Program
Management. At this point, awork order authorization can be approved and
forwarded to OSC Project Support Services and set up in TRAINS. Copies of the
approved form are distributed to the Regions for informational purposes. Figure
3.6 shows the steps involved in federal aid approval.
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Region Data OSC Data
Information Source Information Source
Design Status Report STIP STIP document
Envir. Appr. Status Report HQ RW Cert.* Real Est. Serv.
ECS/BA Region letter
Estimate EBASE *Only if project has RW phase

N,

OSC Program Management
-- Prepares federal aid agreement
-- Submits to FHW A 1 week

l

FHWA (Area Engineer)
-- Reviews documents
-- Approves federal aid agreement

l

OSC Program Management
-- Approves WOA 1 day
-- Routes to Project Support Serv.

|

OSC Proj. Support Services
-- Enters data in TRAINS 1 day
-- Forwards copies to Region

l

OSC or Region Ad and Award

5 working days

Figure 3.6 - Federal Aid Approval Process

What is Checked on Federal Aid Agreements

A number of items need to be considered when setting up a federal aid agreement.
The following are some of the questions that need to be answered.
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* Istheproject in the approved STIP?
If the project isnot included in the current STIP, FHWA will not approve the
project authorization. OSC and the Region will need to work together and
agree on how to proceed with the project until the STIP issues are resol ved.

» Istheproject already obligated using SPES or STP Agreements?
Some projects are authorized as bucket projects with FHWA by using SPES or
STP agreements. Review thelist of projects obligated on these agreementsto
seeif the project will use these fund agreements.

* Areall therequired supporting documents available?
Prior to theright of way or construction phases being submitted to FHWA, the
design and environmental requirements for the project must be approved. This
includes approved RW plans, a Relocation Assurance Letter (if applicable),
and an Estimate Form for RW Authorization. The RW Certification Letter is
also usually submitted with the form for construction projects. (An exception
israilroad crossing construction performed by the railroad within the railroad
right of way. If this same work is performed by the state or a contractor, a
Right of Way Certification Letter isrequired.) Submitting Form 120 to FHWA
with items missing only increases the review time and causes FHWA staff to
withhold approval until all the required information has been received.

How to Modify a Federal Aid Agreement

The federal aid agreement must be modified to increase or decrease the amount
under agreement for each phase. This should be done as soon as it is known that
the planned project costs differ from the current project agreement. OSC Program
Management cannot process a modification for an increase or decreasein cost if it
is projected that the project will not exceed the current agreement before
additional funds are available.

To determine if a modification is required, compare the current plan for the
project to the amount shown in the federal aid agreement. Reports from TRAINS
and CPMS are available to assist in this process. However, it may also be
necessary to review project data if errorsexist in CPMS and TRAINS. If the
amount of differenceisreatively small, it may be best to wait until the project is
nearly completed to process a modification or to allow the final voucher process
to satisfy the modification requirements.

Understanding Federal Aid Project Numbers

Each project phase (and some third party agreements which are considered
reimbursable) isidentified by a Federal Aid Project Number. The type of project
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funding and appropriation must be determined before this number can be
assigned.

OSC Program Management assigns the Federal Aid Project Number (except on
emergency relief and some demonstration projects) when the project phaseis
submitted to FHWA for approval and authorization. This number usually remains
the same for all phases. Occasionally PE is programmed under one Federal Aid
Project Number and construction is programmed under another.

The Federal Aid Project Number is a series of alpha and numeric characters
followed by a number enclosed in parentheses. The State Route is usually
identified in the number. Exceptions occur for projects on emergency relief, for
statewide projects, and for projects on multiple state routes. The project location
provides the information necessary to select the next sequential number shown in
parentheses. The following are examples of Federal Aid Project Numbers.

Interstate: IM-090-1 (302)
IM = Funding Type (Interstate Maintenance)
090 = State Route
1 = State Route Section (per “ Status of Development of the
National System of Interstate and Defense Highways’ )
(302) = Sequential Number within State Route Section

National Highway System: NH-0012 (040)
NH = Funding Type (National Highway System)
0012 = State Route
(040) = Sequential Number within State Route Section

Emergency Rélief: ER-90-02 (038)
ER = Funding Type (Emergency Relief)
90 = Year of Disaster (i.e., 1990)
02 = Number of Disaster within FFY (i.e., second disaster)
(038) = Sequential Number of Disaster

Note: The prefix “ AC” isadded to the funding type when the federal aid
project issdected for Advanced Construction (for example, the project
number would start ACIM for Interstate Maintenance funding or ACNH
for National Highway System funding).

SPES and STP Agreements

Each year, WSDOT submits a Statewide Preliminary Engineering System (SPEYS)
agreement to FHWA to request project approval on alist of PE projects for that
calendar year. The agreements are set up based on the type of appropriation (i.e.,
Interstate Maintenance, National Highway System, etc.). Similarly, each year
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WSDOT submits a Surface Transportation Program (STP) agreement to FHWA to
request project approval on alist of projects for the calendar year. These
agreements are set up by project phase.

The SPES and STP agreements list those projects with a start date in the calendar
year and indicate the total dollarsto be spent. OSC Program Management
monitors each agreement to track the dollars spent and the new projects coming
in. The agreements may need to be modified to add new projects or to adjust the
total obligation. An agreement does not necessarily have to be modified if the
dollars on an individual project change. However, if it appears the overall funds
will overrun, then a project modification must be made. The agreement does have
to be modified to account for the addition of new projects. Because information
used in these agreement comes directly from CPMS, it isimportant to keep the
project start dates and the dollar aging as accurate as possible in that system.

Advanced Construction

Advanced Construction (AC) allows work to be performed on approved federal
aid projects without having to obligate federal funds apportioned or allocated to
the state. AC allows a state to proceed with highway construction, metropolitan
planning, rail-highway crossings, bridge replacement/rehabilitation, hazard
elimination, or planning and research projects provided the state:

* hasobligated all funds apportioned/allocated to it for the proposed project,

* hasused al obligation authority distributed to it, or

* hasdemonstrated that it will use all obligation authority distributed to it.

The state may proceed with an Interstate Maintenance project without regard to
apportionment or obligation authority balances. However, the total AC
authorization within a funding category cannot exceed the funding limitation
established.

The Advanced Construction project must meet the same requirements and be
processed in the same manner as aregular federal aid project. Authorization by
FHWA does not constitute a commitment of federal funds. The state can take
stepsto qualify a project for federal participation, and then convert the project to
AC at alater date. FHWA cannot reimburse the state until the project has been
converted. As aresult, the state must submit a final voucher to FHWA upon
completion of the project even though the project has not been converted.

Soft Match Funds

Title 23, Section 120 (j) of the United States Code (USC) permits the states to use
certain toll revenue expenditures as aline of credit towards the non-federal
matching share of all programs authorized by Title 23, except Emergency Relief.
Thisregulation is known as* soft match” and allows the federal share of a project
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to be increased up to 100 percent. Soft match does not bring additional revenue
into the state but simply allows the state to obligate its apportionment more
rapidly and on fewer projects. Soft match is used as a money management tool
and does not reduce or replace the state matching funds required on a project.

Soft match is calculated by comparing ferry system revenues to operating
expenditures. When expenditures exceed revenues, aline of credit or toll credit
occurs. Every time a project receives soft match funds, this credit balanceis
drawn down by the state match share. Theline of credit is calculated annually and
replenishes the line of credit account. The Finance and Administration Service
Center tracks soft match expenditures and compares them to the line of credit to
ensure that the account doesn’ t drop below the available credit limit.

If soft match funding will be used on a project, the Work Order Authorization
form should clearly indicate this funding source and the federal pro-rata share that
will be used. Thisinformation is needed so that OSC Project Support Services can
properly code the work order for soft match.
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Chapter 4: Managing Change
Overview

The Operating Book establishes a commitment to ddiver the prgjects within the
approved highway congruction program. In order to deliver this program of projects,
gaff in the Region and Olympia Service Center (OSC) Program Management offices
work together to manage change.

Change management beginsprimarily inthe Region at the project leve. Regions review
project schedules, update project aging, and evaluate the need for project changes.
While each Region may approach these adtivities in adightly different way, the god is
the same to evduate the overdl impact of individua prgect changes on the Region’ s
ability to ddiver the highway congruction program. When a project leved changeis
needed, datain CPMS must be updated and the change approved. The degree of the
change (minor, moderate, Sgnificant, or mgjor) determines what leve of approval is
required.

A report runs automaticaly from CPMS each night called the Nightly News which is
used to monitor and track project leve changes. Minor and moderate changes can be
approved within OSC Program Management. Significant changes require approva by
the Secretary of the Planning and Rrogramming Service Center. Mgor changes must be
approved by the Department Project Screening Board (DPSB). Defined procedures
arein place for submitting change requests to the Screening Board and are described
later inthis chapter.

Change management also occursin OSC at both the project and program leve.
Program managerstrack prgject changes through the Nightly News. They contact the
Regions if darification is needed about the reason for a change and work with the
Regions when changes are submitted to the Screening Board. They aso evauate the
impact of project leve changes asthey rdl up to the subprogram and program level. At
times, theimpacts of individua project changes will balance each other out at the
subprogram levd. That is, one project may have more expenditures than planned while
another project in the same subprogram may be delayed and have fewer expenditures.
Thus, a thesubprogram levd, expenditureswill stay in line. At other times, however,
adjusments need to be made at the subprogram leve to accommodate project leve
changes.

Anocther areamanaged by OSC istheimpact of program leve changes asthey filter
back down to the prgject level. A change in program funding may require projects to be
ddayed or funds to be moved. OSC Program Management maintains close
communication with Regions and with ather officesin the Department if these changes
arerequired.
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Maintaining Accurate Data

The Capital Program Management System (CPMYS) is used for inputting and
maintaining data about the projects in the highwaycongtruction program Program
Management uses the data in the sysem to communicate current and proposed

program accomplishmentsto others both within and outside the Department. The datais
used at the phase, project, subprogram, region and statewide leve and is accessed by
many different users and different computer sysemsfor a variety of purposes. Those
respongble for inputting and maintaining this data need to make surdt is accurate in
order to support decison making and the devel opment and ddivery of the highway
congtruction program.

Program Management has various processes in place to keep the information in CPMS
current. Since the data stored in CPM S comes from several other sources and is
provided by many other offices, it isimportant to make sure others undersand how the
datais used and why it isimportant. Program Management needs to take time to work
with g&ff in other offices such as Planning, Design, Congtruction, Maintenance,
Environmental, and Real Edtate Servicesto hdp ensure that informdion isprovided in a
timdy manne and, mare importantly, that it isrdiable. The following pages describe
some of the key data dementsthat must be maintained.

Phase Start Dates

The Department reports accomplishments and remaining plan sars usng CPM S data.
Maintaining this data is critical for ensuring credibility. This datais used by internd
customers to manage work assgnments Congtruction staff need to know when projects
will go to ad so that they can predict actual construction sarts and manage gaff to
ensure that adequate resources are available to adminigter the contract The datais also
used to decide how many and what leve of temporary employees may be required for
the summer, whether additiona gaff will be needed or overtime anticipated, or whether
daff can be moved from other offices to cover projected work loads. To be ableto
make these decisonswisdy, accurate phase gart and end datesmud be available

Start dates are usad to plan each federal fisca year’ s use of available obligation
authority (OA). These dates areimportant to help decide if thereis an adequate dollar
volume of projects anticipated to start during the year, if the current plan exceeds the
available OA, or if thereis a need for Advanced Condruction or other financing
techniques to fund planned projects. Phase start and end dates are inputin CPMS on
the CS screen.

Page 60 Programming and Operations Manual
May 2001



Chapter 4

Planned Project Expenditures

Monthly aging of project expenditures is maintained in CPMS on the CD screen. The
amount that is planned to be spent each month needs to be input on this screen. When
loading theinitid project expenditure plan in CPMS, it isimportant to alow adequate
timefor project sart up on al phases. On the RW phase, the only work typically
completed in thefirst saverd monthsis preparation of parcd appraisas. Expenditures
for acquigtion of property normally take severa months to process so the expenditure
plan should reflect when find payments are actualy expected to be made,

On the condruction phase, it isimportant to alow time for bids being advertised,
contracts being awarded, contract work getting started, and payments being prepared,
reviewed, and paid through CAPS before sgnificant expenditures actually come into
TRAINS. Depending on when the contract cutoff for payment is (the 5" or the 20™
and when work garts, the first few months of payments to the contractor can be very
gmdl. Typically contract work does not start until approximatey eght weeks after a
contract is advertised.

Ancther thing to consgder on the condruction phase is payments for materials on hand.
In one month, it may be necessary to make a large payment to the contractor for
materials on hand and the next month it might be necessary to incorporate these
materiadsinto the project. On some projects, these materials on hand payments can be
extremdy large particularly if there arebridge items on the contract such as structura
ged. The project expenditure plars in CPM S need to accurately reflect these contract
dements.

Planned Program Expenditures

The separate project expenditure plansin CPM Sare ralled up to the subprogram leve
for the Department to usein developing an dlotment plan Thisdlotment plan is
compared to actual expenditures and used to measure program ddivery. The monthly
program expenditure plan is also used as an ad in finanang the cash flow of obligated
funds on federd aid projects and to determine when additional funds may need to be
obligated.

Total project expenditures are used to determine biennia expendituresaswdl asto
develop an adligation plan. If CPM S data is not maintained accurately, the program can
be underspent by a substantial amount. Underspending the pragram is not necessarily a
bad practice when it isthe result of cost savings on projects. Underspending the
program, however, can result in missng the opportunity to advertise an additiond
project or in not accderating a project to address system plan needs.
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CPMS expenditure plan data is aso used to develop reappropriation figures that are

used in budget deve opment efforts. By reappropriating underrun expenditures, funds

that would have been directed to new project sarts can be directed instead to current
projects whose schedules have been delayed.

O-lines

When expenditures on a finance code exceed the amount authorized for that finance
code, an overrun exigs and shows an O-line O-linesdisplay in CPM S on the HP, HR,
and HC screens. If the total expenditures on awork order exceed the total amount
authorized for that work order, then there will be an Gline on every finance code on
thework order. Thiswill cause problems at the program level as morefundswill have
been spent than were originally planned. If the program was aready in balance, other
work in the program may have to be deferred to accommodate these unplanned
expenditures.

If only one or two finance codes on awork order are overrun and the work order total
has nat been exceaded, the remaining plan for the project will be overgated in CPMS.
Several projects with this type of overstatement can cause the program to be overgated
by a 9gnificant amount.

For information about understanding and resolving O-linesin CPMS, seer
http://Amaw.wsdot.wa.gov/ppse/pammat/coms/working/working7.htm

Deficiencies

Each prgject in the highway congtruction program must be tied to a need identified in
the Highway System Plan (HSP) in order to manage system plan priorities and measure
program effectiveness. Accurate data must be maintained in CPMS to describe how
each project addresses deficienciesidentified in the HSP. Deficiency data may aso be
used to support alega defenseif alawsuit is brought againg the Department.

Data on project defidenciesis maintained in CPMS on the DS screen andin the Priority
Array Tracking Sysem (PATS). Prgject beginning and ending mileposts are used to
communicate the limits of each project, to align the project to system plan needs, and to
provide supporting data for generating geographic maps or displays for the Commission
or Legidative Trangportation Committee
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Managing Project Level Changes

Regions are respongble for managing changes that occur at the project levd within ther
region, with OSC providing assstance and guidance. Thefdloning chart showswhich
types of change are monitored at the project levd and which of these can have an
impact a the subprogram levd.

Monitored at Impact at

Type of Change Project Level? Subpgm Leve?
Scope v

Cost v v
Workforce v v
Schedule v v

STIP v

Expenditure Plan v v

Fund Source v v

Scope Changes

Before aprgect is selected for induson in the highway congruction program, an initial
project is developed as accuratdy as possble. However, due to condraintson timeand
resources, thisinitid estimate may lack some information. Once a project is selected for
the highway congtruction program (HCP) and approved by the Legidature, the
remainder of the design processwill proceed. The design process will usetheinitid
project scope and builds upon it until afinal set of plansis ready to advertise for bids.
This process can take a month or can extend many years depending on the type and
complexity of the project.

During this process, changes in conditions or nesds may occur. Adding or ddeting
Work Itemswill change the scope of a project. Once these changes are documented,
the design may proceed with a different or revised scope. To revise the project scope,
the Region can:
- Submit a scope revison memorandum to OSC for approvd (as explained in the
follomng section),
Document the scope change in the Design File, or
Rewrite and submit a new Project Summary (if the project scopeis substantialy

changed).

Often, achangein scope will result in a corresponding changein cogts. Smilarly, a
changein cogts can result ina change in scope. To stay within project or program
budgets, project work may need to be deleted or deferred. Oneoption isto “ sage’ a
project, breaking a job into logical subdivisonsthat can be contracted separatdy. If it is
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found that the scope change resultsin amgjor revison to the project, Screening Board
approval can be requested, even if the change does not break a major leve threshold.
All soope revisions should be discussed with OSC Program Management in order to
determine the acceptable course of action for the particular project. There are well
established procedures and documentation within each Region which will aso provide
further assigtance.

Revising the Project Summary

One of thefirg stepsin project development is preparation of the Project Summary.
This document indudes a definition of the project scope and cost and establishesa
contract between the Sgnatories the Regional Adminigrator (or his designee) and the
OSC Program Management Engineer. Subsequent scope changes may require
modification of the agreement. The Project Summary shoud be revised to document
changes that occur prior to fina design gpprova. These changes may indude increesng
or decreasing paving length, tying multiple projects together, and deeting, adding or
subgtituting Work Items.

The mechaniam for modifying the Project Summary agreement istypicaly the project
summary revison memorandum. Only on the rarest occasionswill a project summary
nead to be totaly rewritten to replace the original. Usudly a revison memo, submitted
by the Region, provides a brief description of the original approved scope of the
project, the reason changeis required or recommended, and the details of the change.

The Priority Development Engineer oversees the OSC review of the requested change.
Offices with pertinent expertise such as Design, Traffic, or the Materials Lab may be
asked to review and concur in the revison. After the review, the OSC Program
Management Enginer will recommend approval, conditional approval, or disapproval
of the revison request. The decison may be documented through a forma memo back
to the Region, or lessformally via a sgned gpproval samp on the origina request, one
copy of which isreturned to the Region and ancther copy filed with the Prgject
Summary in OSC. Some scope changes will require approva at aleve higher than the
OSC Program Management Enginesr.

Cost Changes

Prgject costs may increase or decrease during preliminary engineering, right of way
acquidtion or congruction due to a number of factors. Most of these factors will be
discovered during the design of a project, such as.
- Changesin environmenta regulaions

Changesin project scope

Changes in contract bid item prices

Changesin needs or the way they are addressed
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Ddlar inflation
Pan or design changes during congtruction

All project cost changes should be thoroughly reviewed inthe Region Program
Management office before they are pursued. If acost changeis necessary in order to
complete the project as scoped, the impacts to the associated subprogram should be
analyzed. OSC and the Regions must determine how to accommodate the change
within available biennia funding limits. Every project cogt increase must be offset by
expenditure plan decreases in other projects by shifting dlocations from other
subprograms or by finding new funding sources Some cost increases may be
accommodated early in the biennium by overprogramming. That is, Regions may adjust
their planned expendituresin CPM Sa certain amount over their biennid alocation,
knowing there will be unanticipated project cost changes or project ddays. OSC
determines how much overprogramming istolerable a each paint in the biennium.

On-going communication needs to be maintained between Region and OSC Program
Management. All cogt changes must be dearly documented in CPM S and in project
filesin atimdy manner. Thelevd of the cost change will determine the required
approval levd. See Appendix H for a chart showing the changethresholdsfor costs.

Workforce Changes

Workforce monitoring is an important factor in program ddivery. Because each Region
has a unique congruction program and organizationa sructurethe way workforceis
anayzed and used will vary. Each Region is given workforce alocations for the
biennium measured in Full Time Equivalents (FTES). The Region dlocation is based on
adollar expenditure modd for the biennium. One FTE is not necessarily the same as
one person. One monthly FTE isequa to 150 monthly hours of labor for estimating
workforce needs. Thisfigure takes into account anorma 40hour work, but excludes
time for vacations, holidays, 9ck leave and training The 150 hour per month averageis
used for planning only and does nat reflect actua workforce use.

Regions analyze dlocated FTES againgt the number of actual employees and make
personnd adjusments accordingly. The most important part of workforce monitoring is
to forecast increases or decreasesin the workforce. Decisions are based on this
analyssfor sdaries, consultant usage and gaffing levels

For more information on workforce management and monitoring, see
http://mwww.wsdot.wa.gov/fasc/workforce/
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Schedule Changes

The project schedule can be very dynamic. The most important date to meet isthe
congruction start (ad date), but it is very important to remember that the start dates for
the design and right of way phases have direct influence on the ad date. The ad dateis
the only date that is reported to the Legidature at the beginning of every biennium. The
Legidature reviews these commitments every three months.

Sometimesiit is hecessary to change the ad date because of other factors. The schedule
may need to change as areault of inadequate planning, alack of resources, indement
wegther, unantid pated funding opportunities or faster than anticipated work on the part
of the contractor. At other times, projects may need to be accelerated or deferred. One
mechanism used to account for unplanned project ddaysis called Advanced
Engineering (AE). A project can be desgnated as an AE project inany subprogram in
order to have the project ready for congtruction in case ancther project is delayed.
Thereisno limit to the number of AE prgects However, having too many projects
ready for AE may nat be efficent Snce some projects can’ t it inanticipation for
congtruction due to the nature of the project. In other words, they don’ t have along

“ shdf life”

Each Region will use different todls for monitoring project schedules but al changes
should be thoroughly documented and discussed with OSC Program Management.
Regions should seek to evaluate the impactsto the regiond highway condruction
program and develop possible solutions before gpening discussons with OSC. The
Service Center will be able to help evaluate possible impacts on the overal statewide

program.

STIP Changes

The Statewide Trangportation Improvement Program (STIP) is a document which
combines dl the various Trangportation Improvement Programs (T1Ps) from all of the
Metropalitan Planning Organizations (MPOs) and Regiona Trangportation Planning
Organizations (RTPOs) around the State. This document indudes al transportation
projects from every public agency in the state that plan to use federd fundsor are
regionaly sgnificant. The STIPisa planning document usd for finandd feeghility of
the use of federa funds. The TIPs, on the other hand, are used for public information
reating to trangportation improvements and air quality conformity in the various regiond
planning aress.

In all cases, it isimportant to kegp these documents as curent as possble. Amending
the STIP is contingent upon updating or amending the various TIPs. In other words, the
RTPOs and MPOs are responsible for amending the STIP through updates or
amendmentsto the TIPs. The TIPs are modified with WSDOT projectson aregular
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bass. Each RTPO and MPO has a different procedure to amend or update the TIP
and each Region may assgn this responghility to an office other than Program
Management. No matter which office performsthistask, it isimportant to cosay
coordinate with the various RTPOs or MPOs.

Due to the time requirements built into the amendment process, such as MPO schedules
and prescribed periods for public involvement, it is critical to submit amendments early
enough to avoid ddaying the proposed project.

The Highways and Loca Programs Service Center isresponsible for maintaining the
STIP. However, the Regions mugt ensure this happens via the TIP amendment process
or projects may nat be digible for federal funding and program ddivery may be
affected. For a copy of the current STIP, see
http://mww.wsdot.wa.gov/TA/STIP/STIPHP.htm

Expenditure Plan Changes

Each project phase has an expenditure plan based on the project schedule and availdle
resources. Theinitia biennia plan is based on regiona subprogram targets, priorities
and specific project details. Once a project is underway, expenditure plans are
obtained from the Desgn, Redl Estate Services, and Congruction offices. Expenditure
plans are usudly updated every month, but each Region has the flexibility to manage this
process as necessary.  Thisinformation is normally obotained directly from the Region
project office assgned to the particular project. The information is entered in CPMS
and tracked on various reports

Keeping track of expenditure plars starts at the project level and is monitored at the
subprogram levd. The sum of dl of the changes at the project levd affect the tota
subprogram. Each month, the currentplan is compared to the origina plan. Thismanthly
gatus check provides important information for palicy or plan management decisons.

Fund Source Changes

When building the highway condruction program certain funding assumptions are made
based on the most current revenue projections for sate and federal funds. Using these
projections, OSC Program Management provides each Region with targets for federd,
date and local funds. Inevitably, these projections are adjusted which may require
changes at the project levd.

Some changes result from actions by the United States Congress or actions by the
Washington State Legidature. Other changes result from internal decisons intended to
maximize the use of a particular fund source. The basic philosophy for sdecting the
proper fund sourceis discussed in Chapter 2. At any time during the bennium, a
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decison may be made to switch a project phase from one source to another to better
comply with the intent of the funding. Therefore, Regions should prepare for federa
fund digihility on dl prgects whether federa funds are used or not. This dlows greater
flexibility in fund source management and permits thestate to maximize the use of al
types of funds.

The OSC Funds Management Engineer is respongble for tracking apportionment
balances and available Obligation Authority (OA). Regular OA medtingsin the
Olympia Service Center are held toreview the Department’ s plan to obligate federa
funds. These meeting focus on the obligation balance, apportionment balances, changes
in the plan from the previous month and the actions reeded to rebaance the plan. In
order to be digible to recaive redigributed or reapportioned OA, the Funds
Management Engineer may decide that Regions should convert fund sources to meet a
new target.

The Region and OSC Program Management offices need to thoroughly discuss possible
changes to fund sources and agree on specific project changes. The impact of a change
needs to be fully evaluated before afina decision is made. It can take severa monthsto
reach adecison and complete dl the changes required in the STIP, the design
documents, or the CPM S file. The Regions then have the responghbility for ensuring that
all necessary coordination is completed in order to make the changes. This coordination
involves

Ensuring al changes concur with NEPA and other environmentd regulations

Amending or correcting the TIP as necessary (which amends the STIP)

Working with project offices to make necessary changes to the design documents

and contract specifications

Reviang the CPMSfile

Tracking and Approving Project Changes

The highway congtruction program is dynamic and ever-changing. Because of this,
Region and OSC Program Management offices need to take steps to ensure that
project changes are monitored, reviewed, and approved. The two primary tools used in
this process are the Nightly News report and the Department Project Screening Board.

The Nightly News

As Regions modify project data stored in CPM S the system crestes arecord of the
changes. It dso evaluates the type and magnitude of a change. Changesto cog,
scope, and schedule are compared againgt a st of criteria which define certain
thresholds. Users making changes that exceed adefined threshold are said to have
broken that threshold. When thethreshald is broken, CPM S produces a record of the
change.
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An overnight processin CPMS prints a report which shows al project changes made
the previousday. Thisreport is called the Nightly News. Copies of the report are
provided to Region program managers for their information and review and to OSC
program maregers for review and gpproval. Nightly News changes are categorized as
to magnitude or importance. These categories range from “ informationa” for which no
OSC approval isrequired, to “ major” which requires Screening Board approval. For a
sample of the Nightly News report, see
http:/Amawwi/wsdot.wa.gov/ppsc/pgmmgt/cpms/reports HSrpt.htm

When athreshold isbroken in CPMS, the user mugt enter an explanation of thereason
for the change This explanation is critical. A clear and concise explanation hdps the
gpproving authority understand the need for the change Undear or overly brief
explanations on the Nightly News are of little use in obtaining approval sgnatures.
Additiona online documentation may be created in CPM S on the WX screen to
expand on pertinent change information.

The Nightly News report records the time and date of the change, the reason for the
change, and the user 1D of the individua who made the change. It dso providesa
before and after snapshot of the CPM S data. Every change is dso assigned a Change
ID Number. Threshold breaks reported on theNightly News are dassfied as
informationa, minor, moderate, sgnificant, and major. Each threshald levd requires
approval at adifferent levd of authority. Minor threshold breaks require approva by the
appropriate program manager in OSC. Moderate breaks are approved by the OSC
Program Management Engineer. Sgnificant changes are approved by the Ass stant
Secretary of the Planning and Programming Service Center. Mgjor changes must be
approved by the Department Project Screening Board (DPSB). Once a change has
been approved or denied, the result is documented in CPMS and TEIS dso maintains a
record of the outcome,

The types of change that can bresk thresholds incdludechangesin project cost, scope,
improvement type, subprogram, project length, or congtruction season. Adding a
project to the current program (an unprogrammed project) or deleting or deferring a
project from the program will aso break athreshold and require approval. The
procedures for approving project changes have been agreed to by the Legidative
Trangportation Committee. These procedures are discussed in more detail on the
falowing pages. For detail s about how cogt, schedule, and scope changes are evaluated
againg threshold levds, s

http:/Awwwi .wsdot.wa.gov/ppsc/pgmmgt/cpms/working/working6.htm
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Deleted and Deferred Projects

Occasondly a programmed project may need to be ddeted from the highway
congruction program. This may occur when the work is accomplished by other means,
or when errors occur in the origina needs survey or inventory. A deferred project is one
that has been delayed until the next querter, the next congtruction season, or the next
biennium. A project may be deferred for reasons discussed previoudy. Because of the
Department’ s commitment to deliver projects on time, deferrals should be avoided
whenever possible

Deferring a project to a later congtruction season or biennium or deeting a project
atogether (removing project approval codes and dallars) will result in a threshold break
that triggers a Nightly News report and requires concurrence by OSC Program
Management. After the change has been approved by the OSC Program Management
Engined, the deferrd or ddetion isreported as an informationa item to the Screaiing
Board.

Unprogrammed Projects

Occadondly it is aso necessary to add projects to the program that were not included
in the Legidative or Operating Books. The procedure for programming these projects
often depends on timing, size, type, and relationship to other work. As soon asthe
need for an unprogrammed project isidentified, the Region and OSC Program
Management offices should establish a didog on programming and funding issues.

Emergent needs are those not identified during program huilding. Some programs are
more susceptible to this problem. Scour projectsin the P2 programand ungtable dope
projects in the P3 program, for example, typically suffer from unexpected problems.
Abnormd freeze-thaw cydes may accderate pavement deterioration and cause a P1
project to be advanced. Emergencies such as landdides, washouts, and erosion caused
by naturd disasters may aso require unprogrammed projects.

Some minor unprogrammed work is anticipated. Minor Capital reserves exist n some
programs. These provide Regions with discretionary funding to handle some unplanned
work in particular categories. For example, there are minor capital reservesin the Rest
Area, Ungtable Slopes, and Weigh Station categories Each Regional Adminidrator dso
hasthe discretion to use larger Emergent Needs reserves for unplanned projects within
the highway congruction program. Work orders established for these projects do not
requireindividua programming action

A few unanticpated needs may be approved adminigtratively. These aretypicaly for
small projects. Mot unprogrammed projects require Screening Board approval which
isfollowed by Secretary or Commisson approval. Commiss on Resolution No. 518
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has established that unprogrammed projects with an estimated value equal to or less
than $750,000 in the PL, P2, P3, 12, and 14 subprograms can be approved and
executed by the Secretary of Transportation. Approva of unprogrammed projects
greater than $750,000 in these subprograms and dl unprogrammed projectsin the |1
and 13 subprograms remains with the Transportation Commisson. Resolution 518 does
not address the newest subprograms, 16 and 17.

Unprogrammed projects using federal funds must aso be included in an approved STIP
before the construction phase can be authorized. (See the preceding section called
STIP Changes)

Department Project Screening Board

The Department Project Screening Board (DPSB or smply the Screening Board) isthe
designated body for approving mgjor project changes. The board is made up of the
Deputy Secretary for Operations and the Assistant Secretaries for the Fidd Operations,
Environmental and Enginearing, Finance and Adminigration, and Planning and
Programming Service Centers.

Screening Board approva isrequired for al major changes to project costs and scope
and for al Region requests to program new (unprogrammed) projects. Project
ddetions, deferrals, and season changes are reported to the Screening Board as
informationa items. Other items such as discussons of complex or controversa
projects may aso be presented for the Board' sinformation or input.

Projects are normally submitted to the Screening Board by the Regions. However,
OSC or the Washington State Ferriesmay aso submit items for congderation. Agenda
items for each meeting are submitted through the Program Management Engineerand
reviewed by OSC in a pre-screening board meeting. The review of an unprogrammed
prgect will focus on such items aswhether the project is an appropriate candidate for
the congruction program, which subprogram the project belongsin how the project
ranksin priority as compared to other programmed work, the impact to other projects
in the program, and adjustments required to the program to accommodate the change.

The Region or Service Center sponsoring the change provides a representative to
present the item to the Board for approval. (Items dassified as* consent agenda’ at the
pre-meeting do not require sponsor representation.) Following the presentation by the
Region and a recommendation to approve or disapprove by the Program Management
Engineer, avoteis caled for by the Chairperson. Approva by the Board isfina in the
case of scope changes. Unprogrammed projects are referred to the Secretary for
programming action. In some cases Commission approva is required. For additional
information about the Screening Board, see:

http:/Awwwi .wsdot.wa.gov/ppsc/pgmmgt/dps/defaul t.htm
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Managing Program Level Changes

From the time the Legidative Book is approved by the Commisson, changes occur that
require action on the part of Program Management. Externa factors may result in
schedule changes. Design or permit issues may delay a planned condruction dart.
Favorable bids may comein that are sgnificantly below the Department’ s estimates.
Good weather or bad weather may result in project ddays or accderations. Federa
funding opportunities may cause a shift in Srategy to maximize available resources
Expenditure plars can be impacted by al of these changes and many athers as well.

Despite these changing conditions, the Department has a commitment to its cusomers,
induding the Legidature, to ddiver the approved highway congruction program. This
commitment exigs a the project levd and at the program levd. It means ddivering
individua projects aswel as ddivering the srategic objectives of the program asa
whole.

Achieving the service objectives as gated in the Highway System Plan (HSP) for each
subprogram is an important consideration for the OSC program managers. At the
program leve, OSC program managers apply HSP action Strategiesto cost effectively
manage public resources. Ther Satewide perspective aids in optimizing the use of funds
appropriated to the highway congruction program

The nead for program leve modifications may be created by the cumulative effect of
changes at the project leve. Other nodifications may be required dueto Legidative
actions that changethe Department’ sappropriations, changesin or new opportunities
for federa funding, policy changes by the Commisson, or programs initiated by the
Governar or Office of Financda Management that impact the Department such as
reductions in workforce.

Program level modification may be required when:
Expenditure plans exceed the dlocation (are overprogrammed)
Expenditure plansfall beow the allocation (are underprogrammed)
Expenditure plans use less than 100% of the federd allocation
Workforce plans are out of balance with dlocations
Fund source plans are unbalanced
Fund source appropriations are exceeded
PE or RW phase actua expenditures are bel ow planned expenditures
Actual expenditure rates compare unfavorably with higorica rates
Actua projects to ad do not match planned ads for the quarter

All program levd modifications nead to be implemented at the project levd.
Adjustments can be accomplished by modifying project cost, scope, schedule, or
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workforce as described under Project Level Changes. It isimportant to select the right
projects to modify. This decison will depend on aproject’ ssze, location, priority,
schedule, funding source, rdationship to other projects, and impact on the public.
Collaborative decisons by OSC and Region Program Management saff will yidd the
beg plans for modifying the program.

Tools for Program Level Management

Managing change at the program leve is accomplished by using the monitoring tools and
reports discussed in Chapter 5. Reports are generated monthly for review by OSC
program managers. Most of these reports are desgned to compare the plan for
ddivering the HCP with actual monthly progress.

Review meetings are held regularly to analyze these reports and discuss actions to
accommodate observed changes. A monthly Allocation Summary mesting isthe primary
forum for reviewing actua and planned expenditures againg dlocation totas. This
meeting is conducted by the OSC Program Management Engineer. Feedback is
provided to Region executives and program managers immediately through phone calls
or e-mails and dso in a monthly tedeconference. A monthly Obligation Authority (OA)
meeting is conducted by the Federal Funds Management Engineer to review the federd
obligation plan. The OA meetings evaluate federa funding changes recommend
grategies for accommodating them, and helplocate program leve problems that may
need to be resolved.

OSC Managed Subprograms

Due to the nature of some subprograms, it can be difficult for a Region to accommodate
aprogram level modification at the project levd. For example, the Region may have a
smd| overdl dlocation, the Region may have no other projectsin the same category, o
a change may be needed in a category that has a smdl alocation.

For this reason, some subprograms have been designated as statewide managed
programs and are managed by the Olympia Service Center. The P2 subprogram
(Structures Preservation) is an example of a subprogram managed at OSC. Structure
replacement and rehabilitation projects are rdatively high in cost compared to total
program size. Regiona funding targets for the P2 subprogram vary consderably from
biennium to biennium based on needs. For this reason OSC Program Management sets
regiona funding targets for the P2 subprogram and makes program level change
dedgons Thisimproves flexibility Satewide and fadilitates efficient use of program
appropriations.
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Iltems Reviewed at the Program Level

The fallowing table provides some examples of the different items that are reviewed at
the program leve and shows the types of comparisons that are made.

Review By Bien Total BientoDate  Current Month/Qtr
Program plan vs.
(Ior P appropriation
Region plan vs. planvs actud;  planvs actud;
alocation plan % vs. actuad % of plan;
higorical % change from prior plan
Subprogram plan vs planvs actud;  plan vs actud;
alocation plan % vs. actud % of plan;
higorical % change from prior plan
Category plan vs. change from prior plan
adlocation
Improvement planvs target  plan vs actua plan vs. actua
Type
Fund Source plan vs. plan vs. actud change from prior plan
allocation
CN Start Date  planvs actuad plan vs. actual plan vs. actua
PE/RW Start planvs. actual plan vs. actud
Date
Project find vs origind
cost
Org Code plan FTEs actua FTEs actud FTEs
monthly gaing/losses,
plan vs. actua
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Chapter 5: Measuring and Reporting on the Program

Overview

Each prgject within the highway congtruction program represents a commitment to solve
aneed identified in the Highway System Flan. Throughout the biennium, Program
Management regularly mesasures the ddivery of the highway congtruction program and
reports the results to others both within and outsde the Department. Thase who receive
thisinformation indude the Legidature, the public, WSDOT executive gaff, and the
Trangportation Commisson.

The purpose of al this measuring and reporting is to evaluate how well the Department
is medting its commitments in each subprogram and how well it is supporting its overal
misson to provide a safe and effective trangportation system. In addition, this messuring
and reporting hdps Program Management determine if adjustments or changes are
needed. In genera, the Region Program Management offices are responsible for
monitoring and reporting on the individua prgjects which make upthat portion of the
highway congtruction program within their regional borders. OSC Program
Management is responsble for monitoring and reporting on the overd| datewide
program and for coordinating with the Regions when adjustments or modifications are
needed.

Measuring the Program

Program Management uses a number of tools to measure ddivery of the highway
condruction program. The chart beow shows these todls, the frequency at which the
measurements are taken, and the primary audience for the nformation. Contact OSC
Program Management for additional details about a given item

Type of M easurement Frequency  Audience

Performance Measures Quarterlyby ~ Commission, Legidature
State FY

Allocation Summary Monthly Program Managers

Obligation Authority Monthly Program Managers

Quarterly Program Delivery  Quarterlyby ~ Commission, Executives, Legidature
State FY
Biennial Program Ddlivery Biennidly Commission, Executives, Legidature

Paths & Trails Annualy Legidature
Workforce Measures Monthly Program Managers, Executives,
Commisson
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Performance Measures

The Legidature has established performance measures as atod to evauate how well
the Department is meeting its commitment toddiver the highway congtruction program.
RCW 44.28 describes the intent of the Legidature as follows: * Performance measures
are .. ameans of evaluating polices and programs by measuring results againg agreed
upon program goals or sandards.”

The Legdature has emphasi zed the importance of performance measures by
grengthening RCW 43.88.090 to require trangportation agencies to establish
measurable goals, program objectives, and procedures for continuous sdlf - assessment
of each program and to begin to trangtion toward performance-based budgeting. The
budget proposals sent to the Governor and the Legidature must indude integration of
performance measures. Performance-based budgeting will be piloted in the 99-01
biennium in sdected agendies and fully implemented by al agences by the 01-03
biennium.

Performance measures seek to answer questions such as.
How many problems were solved?
How much work was accomplished?
Did the work get done when planned?

The Department reports these performance meesures by workload, outcome, and
effidency to the Legidature through the Transportation Executive Information System
(TEIS). Program Management plays arde in establishing meaningful performance
messures for the highway congruction program. Unique performance measures have
been devel oped for each highway system plan action srategy. See Appendix Gfor a
complete list of the performance measures for each subprogram.

In the lagt few years, the Department has also begun to look at ways to eval uate how
effectivdy it is ddivering the highway congruction program. This evauation is occurring
because the Legidature has begun to ask questions such as.

Has WSDOT accomplished its defined service objectives and action srategies with

the funds given to it?

Are highway system improvements being made for the costs expected?

Have these improvements yid ded the benefits expected?

This evauation of the effectiveness of program ddivery differs from performance
measurements by seeking to determine whether the expected benefits to the highway
user have been redized.
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Currently, the pavement portion of the highway preservation program isthe only
program which isroutindy evaluated for effectiveness. The Materias Laboratory
Pavements section measures the improvement of pavement condition over severd years
of programming based on lowest life cyde cod.

Allocation Summary

Allocation Summary refers to a monthly measuring process performed by OSC and
Region program managers. At the end of each month, after CPM S is updated with
actual expenditures for that month, reports are run which compare actual expenditures
for the month and the biennium to date with the alocation plan and the current CPMS
plan. The purpose of thisandydsisto deermineif any part of the program ddivery
process needs to be adjusted to ensure commitments are met.

The Allocation Summary conddts of a group of spreadsheets which are prepared and
dreulated monthly by the Operations Branch of the OSC Program Management Office.
These spreadsheets indude tabulations showing the officid dlocation for each Region
and each subprogram. They show the tatdl biennid plan, changes made snce the
previous month, actual expenditures for the month, actua expenditures accumulated
during the biennium, and differences between the plan and allocation. They also show
the alocation versus plan balance by fund source (i.e,, federal, Sate local).

The plan versus actua comparisons may be analyzed from a regiona or subprogram
perspective. Data may be summarized at the program or subprogram leve or further
broken down to provide review at the category leve.

To determine the reason that actual expendituresfail to meet planned alocationsfor a
given month, ad hoc reports that show project leve details are reviewed. Some of these
reports are prepared monthly from CPM S and sent rautindy to Region and OSC dff.
These reports identify which prgjects went up or down in cogt or had their schedules
dip or accderate. Information about a project level change can help explain or verify
cumulative deviations in the Region or subprogram biennid plan.

Thefdloning are examples of project-levd reports which can be used for dlocation

ummary.

- Month-End Cutoff Report — compares current month to previous month for this and
next biennium
Fund Source Expenditure Report — compares current month to previous month
Fund Source Expenditure Comparison Report — compares current month to Book
data
Bow-Wave Report — compares plan to actual expenditures for the current month
and year-to-date
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The Allocation Summary process hdps address such questions as. how do expenditures
for the month compare to normal expendituresgiven the sze of the program and
higorica spending rate does the current spoending rate need to be adjusted in order to
meet the biennia plan do adjustments need to be made to the dlocation plan, isa
request for unanticipated rece pts needed, or should surplus funds be undlotted?

Obligation Authority

The Obligation Authority (OA) plan is used by OSC Program Management to manage
the amount of federa funds that can be authorized in each federd fiscal year. The OA
plan shows obligations by month, project, subprogram, and federal fund source (1M,
BR, NHS, STP, etc.). Management of obligation authority ensures that federa funds
are avallablefor projects and programs, as planned, and that sufficient quaified projects
are prepared and ready to utilize all federa funds available to the date.

Quarterly Program Delivery

In addition to the quarterly report on program ddivery, abiennia report is aso made
from TEIS to the Trangportation Commisson and the Legidative Trangportation
Committee (LTC). Thisreport compares alist of projects actually advertised for bid
during the quarter to alist of projects planned to be advertised for bid as shown in the
Operating Book.

OSC Program Management gathers data from CPMS each quarter for the report. Each
program manager reviews the list of projects actually advertised during the quarter and
checks to make sure that each project is counted only once. The regionsthen review
the list and make any changes necessary, such as correcting typographic errors or
noting delayed projects. A reason must be recorded for each variation from the origina
plan (e.g. projects advanced/added, ddeted or deferred). A Project Exception form is
used to record these changes. Region and OSC program managers must reach
consensus on thefind lig.

Thefind lig isloaded into TEIS Thesefind ligsindudethe advanced/added and
deferred/de eted projects aswell as the count of projects advertised by sub program.
Theligs are summarized by Region and totaled for a Satewide measure of ddivery for
the quarter. Legidators receive a report which encompasses WSDOT and the other
departments that report through TEIS.

Thereisaso a quarterly phone call between OSC and the Regions to discuss program
ddivery. OSC is represented by the State Program Management Engineer, the Director
of Program Management, the Assstant Secretary for Planning and Program
Management, the Deputy Secretary for Operations, the Assistant Secretary for Feld
Operations Support, and other WSDOT gaff. Theregions are represented by the
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Regiona Adminidrator, the Region Program Manager, and key staff from project
deve opment and congtruction.

Quarterly program ddivery is usudly measured by three indicators. projects advertised
during the quarter, the final costs of a project as compared to the budget amount, and
the biennium-to-date expenditures by program. These indicators are documented for
the phone cdl by chartsand ligsfrom TEIS (a projectsto ad chart and aligt of
deferred/dd eted projects), data from CPMS (an expenditure Soreadsheet and charts of
PE and RW expenditures), and data from the Congtruction Contracts Information
System (areport of fina contract costs and a summary of contract costs by fiscal year
and quarter).

Although theprimary focus of these phone callsis on program ddivery, there dso may
be other items discussed such as expenditure needs for a supplementd budget. The
god of these discussonsisto identify ways that OSC can help with program ddivery
and problemsto identify problems that may be Satewide in nature,

Biennial Program Delivery

When the lagt quarterly report of the biennium(see preceding section) is loaded into
TEISit may be used to measure the overal ddivery of the highway congtruction
program. At that time biennia datais available by subprogram for each Region and with
datewide totals. The report includes the number of projects planned, the number of
projects advertised, the number of projects advanced or added, and the number of
project deferred or deleted. Both actua and planned expenditures may also be charted.

Paths and Trails

RCW 47.30 requires the Department to spend “ a minimum of threetenths of one
percent of al highway condruction funds’ every state fiscal year to provide pedestrian,
bicyde and horseback facilities. WSDOT Directive 33-20 provides further guidance on
thislaw.

The amount expended each fiscal year on paving wider shoulders or congructing
separate foot/bicycle paths is calculated during the preparation of Plans, Specifications,
and Edimate (PS&E) documents. Program Management provides data from CPMSto
the Highways and Loca Roadways Divison for an annual report to executivesand LTC
gaff. Thisreport heps measure how many funds have been directed toward paths and
trallswork and how much of the directed funding hasbeen spent to date.
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Workforce Measures

A variety of reports are used to measure workforce needs and workforce expenditures
at both the project and programlevd. For additional information about reports used for
measuring workforce, see:

http:/Awwwi .wsdot.wa.gov/fasc/workforce/wfreport.ntm

FTE Expenditure and Staffing Report

Every month, the Workforce Management Office of the Finance and Adminigration
Service Center digributes areport of FTE expenditures. The report indudes both
current month and bienniumto-date expenditures and is circulated to WSDOT
executive managers, program managers, and the LTC The report shows the biennid
plamned workforce expenditures by subprogram and by organization code,

The report package includes alist of WSDOT new-hires by name, gender and
organization code. It lists terminated employees by satus (permanent,
temporary/seasond) for the enginearing job dasses and all job classes. Themonthly
gains and losses and the biennium:-to- date totals are summarized.

Every quarter, areport which shows permanent WSDOT employee gains and losses by
organization is digributed with the package. The report shows afive-year higory and
presents overall percentages of gains and losses to the present.

PE / CE Productivity Report

Workforce Management generates another report called the Prdiminary
Engineering/Congruction EngineeringProductivity Report whichisused as a
productivity measurement todl. This report shows PE work hoursin rdation to the
corresponding contract bid dollars and CE workhours in relation to the correspanding
payments to the contractor on a given work order. The report indudes al work within
the highway congruction program

The report is compiled on a monthly basis and digtributed quarterly tothe Regiona
Adminigrator, the Region Program Manager, and executive management. The report
has severa sections, a summary page and various detail reportswith different sort
parameters One section is sorted by Region, another by Work Item type (i.e, mgjor,
resurface, bridge, safety), and another by organization code for the manager assgned to
the work order. A total of 66 separate reports are part of this package.
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Consultant Usage Report

Workforce Management a so produces a Consultant Usage Report which isan
informationa tool used to capture how much work is actualy being done or planned to
be done by consultantsin the highway congtruction program. The report is digtributed to
the Deputy Secretary for Operations, the Regiona Adminidrators, the Assstant
Secretaries, and others.

The report shows exigting agreement plans and exigting agreement expenditures wth the
corresponding work order number and aging plan. The report also shows new
agreement plans and proposed agreements. Information is summarized on afisca year
basis.

Reporting on Program Status

Program Management uses a number of tools to report on the satus of individua
prgjectsin the highway congruction program or the satus of the overal program. The
chart below shows these todls, the frequency of the reporting, and the primary audience
for the information. Contact OSC Program Management for additional details about a

given item

Reporting Tool Frequency  Audience

Advance Schedule of Projects 6 months Legidature, Public, Contractors
TEIS Reports As needed Commission, Executives, Legidature
CPMS Reports As needed Program Managers

FHWA Reports Annualy Federal Highway Administration
FMIS Reports Monthly Federal Highway Administration

Advance Schedule of Projects

The Advance Schedule of Projectsisalist of projects programmed for the upcoming
biennium. The project lig is published only on the WSDOT Internet Home Page where
it is accessed by developers, contractors, contractor associations, periodical publishers,
and plan centers. Every month the data is ypdated to reflect the latest information on
programmed projects including the ad date, State Route, Region, estimated cog,
project title, type of work, and Work 1tem Number.
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Contractors and other users of the report sometimes contact OSC or the Region with
questions concerning specific projects. These questions are generally related to the
current ad date or asking for more detail on the type of work.

For the latest copy of the Advance Schedule of Projects seer
http:/Ammw.wsdot.wa.gov/ppsc/programmanagement/cover.htm

TEIS Reports

The Transportation Executive Information System (TEIS) isa computer system used to
generate reports about the funding and programs of theWashington State Department
of Trangportation, the Washington State Patrol, the Department of Licenang, and the
Legidative Transportation Committee. Data is provided by the above agencies as
requested during legidative sessons and on aregular bass throughout the year. TEIS
information may be reported on-screen or through a variety of reporting templates.

The system indudes the following applications Fund Balance and Fee Modding,
Capital Projects and Fadilities Reporting, Fiscal and Performance Monitoring, and
Trangportation Resource Manual. Each month, current finandd inbrmation from
TRAINS and CPMSisloaded into TEIS. OSC Budget Services verifiesand
reconciles this data and monitors and analyzes the finandial statis of all WSDOT
programs. Every quarter, information about program ddivery and performanceis
loaded into TEIS. Legidators, legidative saff, commissoners, and WSDOT executives
can access the datain TEIS

For additiona information about this sysem see:
http://mwww.transnfo.statewa.us/

CPMS Reports

The Capitd Program Management System (CPMYS) provides a variety of system
reports and on-line screens which can be used to monitor and manage the highway
congruction program. The system allows reports to be run againg ether the Production
environment or the Book environment. The Production environment is where current
prgect dataisinput and maintained. Reports run againg this environment will capture
the most recent changes made to a project. The Book environment is a sngpshat of
production data at a particular point in time. This snapshat is taken around December of
each even-numbered year when the Legidative Book isfinalized and around September
of each odd-numbered year when the Operating Book is finaized. Reports run againgt
this environment will capture project data as shown in the proposed Legidative Book or
from the fina approved Operating Book.
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Some CPM S reports run automatically on a specified schedule, such as overnight or once
each month. Other reports can be generated on demand and allow the user to specify the
levd of detail or particular type or leve of information desired. Still ather reports can be
created on an ad hoc basis to meet a specific need.

For additiona information about CPM S reports, see:
http://Mmwwi.wsdot.wa.gov/ppsc/pgmmgt/cpms/reports.htm

FHWA Reports

A number of reports are required by the Federa Highway Adminigration (FHWA) to
monitor the work done on projects which use federal funds. One of these reportsis
required annually and tracks projects funded by the Statewide Prdiminary Enginearing
System (SPES). This report records the federal-aid number and al work orders
asodated with that number, obligations for the federal-aid project, expenditures
associated with each work order and whether the work order and federal-aid project
can be closed.

Ancther annua report is required by the Surface Trangportation Program (STP). The
Surface Trangportation Program was origindly a pilot program which alowed the
Department to combine multiple work ordersfor dl project phases funded by the STP
under one federal-aid project agreement. The Department reported on these projects
until al phases were conplete. Since the pilot program was converted to a continuing
program, only the PE phase of multiple work orders may be combined. If this has been
done (as with a bucket project), the annua STP report is used to document the amount
obligated throughout the year by improvement type and fund source for the Department
and for the Highways and Loca Programs Service Center.

A third report, called the Clause B or Sliding Scale report, is provided to FHWA every
two years. Thisreport records the difference between the base federal/state match of
funds and the actual match given the sate. The actud match varies on adiding scalethat
istied to the amount of pubdic landsin thestate. For ingtance, if the base match is 80%
federal and 20% state, but Washington State is given an actua match of 86.5%federd
and 13.5% state, then the report is used to show the savings in state funds and to

identify the other prgjects that were funded as aresult of these savings.
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FMIS Reports

Severa reports from the Fiscal Management Information System (FMIS) are used to
track the Department’ s use of federal funds and to track obligations for federallyfunded
projects. These reports verify and track obligations for the Department and for the
Highways and Local Programs Service Center. Obligations are tracked on a project by
project bass and are balanced with the Federal Highway Adminidration at the end of
each month.

FMIS* Steg’ reports are aso used to track the various project sages. These reports
track obligations againg actual expenditures. They aso document projects that have
had no action for along period of time. These reportsidentify any funding that may be
available for use on other projects and for dosing completed project phases.
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Overview

Program Management provides support to many different groups and individuas. While
many aspects of the job are driven by satute or written requirement, a Sgnificant part of
what gets doneis based on what other people need.

Program Management regularly provides information to those groups and individuas
who can in turn satisfy the needs of their organization. This chapter identifies the mgjor
cusomersthat Program Management works with and the differentkinds of support the
office provides. See Appendix E for phone numbers of Program Management gtaff in
the Regions and the Olympia Service Center.

Who the Customers Are

Program Management provides information, services, and products to a broad
spectrum of people. The type of information that is requested and the kind of detail that
is provided will vary depending on the audience. Program Management’ s customers can
be grouped into the following categories.

Public

The public frequently asks for current information concerning a particular project. They
might want to know when a project will gart, how congruction will affect the flow of
traffic near their home or business, or how soon a project will be done. The public may
also inquire about the cost of a prgect dthough thisis nat as common as inquiries about
the project schedule.

When providing information to the public, it isimportant to remember that terms and
expressions common to WSDOT gaff may not be common to this audience. Terms
such as ad date, programmed, book, carry forward, PE phase, or PS& E will be
meaningless to most members of the public. Be sure to present information deearly,
plainly, accuratdy, and completey.

Media

The media typically requests project-gpedific information but they also may seek
information on other issues. For example, afew yearsago a TV network aired a
program on a stretch of roadway where there had been a number of fatal accidents.
Program Management needed to provide information about the prioritization process
and the legidative budget process to hep explain why improvements had not yet been
made to this road.
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Anather item to remember isthat the media can asss in informing and educeating the
public on an issue. Program Management may want to utilize suchcontact with the
media to hep disseminate information on project schedules or program expenditures.
Caution is again advised when discussing issues with the media. It isimportant to
provide complete and accurate information and to make sure informationis related
clearly and smply. Be aware too that nothing issaid is ever off the record. It can end up
in print or on the evening news.

Legislature

Individual legidators or LTC gaff occasonally contact Program Management for
information. Since legidators and their saff have access to project information in the
Trangportation Executive Information System (TEIS), the information typically
requested is something beyond what isin TEIS. For example, alegidator may ask for
information on a new project ot liged in TEIS or may seek darification on why a
project has not been induded in a TEISlig.

Requedts for information can be made by phone or in writing. The Department has
provided LTC gaff with alis of individuals to contact with questions about the highway
condruction program. Thelig indudes gaff in OSC Program Management, Budget
Searvices, Highways and Loca Programs, and Regiona Program Management. The
Department also has developed procedures for responding to written requests for
information from legidators or legidative daff. For a copy of the procedures, see page
2-21 of the Support Services Manual at:

http://Mmwwi .wsdot.wa.gov/docs/manua §/3012. pdf

When discussng project details with legidators or legidative gaff, it isimportant to
remember that the information provided needs to be as accurate as possble asit can
become the bagis of a future commitment.

Transportation Commission

The Trangportation Commisson can ask for information that is ether project specific or
program-oecific. The Commisson may have a question about an individua project or
may need additiona details about a certain hightcogt or high-profile prgect. This
interest can be based on an inquiry from a member of the public or from an dected
dfiada. Commissoners need enough details about the prgject to fully understand it.

The Commisson may also request information at the program or subprogram leve.
These requests usualy come during the budget devel opment process when they are
dedling with leds of funding. The Commission will want to have the latest expenditure
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information on the entire highway congtruction program to help make decisons for
funding individua subprograms.

Usually, the Commission contacts OSC Program Management to request information.
When it is necessary to answer a given request, OSC will contact the appropriate
Region Program Management office for assstance in providing the necessary details to
respond to the request.

For information about the Transportation Commisson see:
http:/Ammw.wsdot.wa.gov/commiss on/

Other Agencies

Program Management aso responds to requests for information from a number of other
agendes These agenciesindude railroads, utility companies, dties and counties, and
ports. The requedts for information can come to Program Management directly or
through the Highways and Local Programs Service Center. The agency may have a
vested interest in aWSDOT project or may just want to keep the Department informed
of one of its own prgjects. Thisinformation exchange alows the Department and the
other agency to avoid duplication of effort and conflict of interest aswel asan
opportunity to pursue advantageous partnerships.

Other agencies may also contact the Department for information or to provide
assdance in program devd opment. These agendesindude other gate highway
departments (eg., Oregon DOT), the Attorney Generd’ s Office, the Traffic Safety
Commission, the Washington State Department of Fish and Wildlife, or the Washington
State Patral.

Regional Transportation Planning Organizations

The Regiona Trangportation Planning Organizations (RTPOs) were authorized by the
Legidature in 1990 through the Growth Management Act to coordinate trangportation
planning among locd jurisdictions and b develop regiona transportation plans. Program
Management staff frequently attend meetings of the RTPOs to share and receive
information on prgjects planned for the region it represents. In addition, the RTPOs are
theinitid point of contact for ProgramManagement when devel oping and processng
amendments or updates to the Transportation Improvement Program (T1P).

For information about RTPOs and a map of regiona boundaries, see:
http://mww.wsdot.wa.gov/fast/K eyFacts/
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Contractors and Consultants

Contractors and consultants frequently contact Program Management to request
information on upcoming projects They ask for such information as the timing of the
project, the type of work, the approximate sze, and the location of the work.
Contractorswill soliat thisinformation to be able to forecast the amount of congtruction
work they might want to bid on within a given area. Having this information helps them
predict their overall workforce, equipment, and materia needsin that area. Consultants
will request this information to be able to forecast the amount of design work that may
be availdblein agiven area. Having thisinformation hdpsthem baance thar overdl
workload with available personnd and assgts them in knowing when to expand their
market area.

Budget and Program Group

The Budget and Program Group (BPG) is compased of WSDOT executives and meets
on amonthly bassto discuss palicy leve issues related to the budget. Frequently, these
medtings generate issues or questions that need to be researched by Program
Management. The issues can relate to workforce, subprogram or overdl expenditures,
expenditure by source of funds or a host of other topics. Response to these requestsis
provided ether through OSC Program Management or through tie Regiona
Adminigrators

Internal Customers

Program Management responds to requests for information from many other customers
within the Department. Because Program Management is involved with each project
within the highway congtruction program, infomation needs to be shared with gaff in
other offices within the Region, with gaff from other Regions, and with gaff in the
Olympia Service Center.

In the Region, Program Management is usudly the initial source for information on the
datus of a project. The program of projects for each biennium is put together based on
careful consultation with the Project Devel opment, Maintenance and Congtruction
offices. Each of these offices will have information that is critical for building and
ddivering the optimal program in the Region. Information will need to continue to be
shared throughout the biennium so Program Management can stay aoreast of changes
or adjustments needed in the program.
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What Support Is Provided

Program Management provides support to mary different individuas and offices and
provides a number of different kinds of support. The support offered indudes:
program/project data, system support, training, and informationa materias.

Program/Project Data

A primary resource that Program Managament provides is data. This data may be used
in areport, an overhead dide, a written response, aforma memo, a chart, atimeine, a
graph, amap, or anather kind of document depending on the needs of the customer.
For example, the Director of Program Management may ask for hdp with making a
presentation to the Commission to show program expenditures over the biennium. In
response, Program Management saff will help develop a chart to show the necessary
details. Or, alegidator may ask what projects areplanned for congruction in hisor her
legidative didrict. In response, Program Management saff might generate areport or
help create a map to show the project locations. Whatever the request, the god is
always to provide the best possible response t 0 meet the needs of the customer.

At times, Program Management a so responds to requedts for public information. State
law (RCW 42.17) stipulatesthat al public records must be available for public
ingpection and copying unless the record fals within aspecific exemption. Federd law
(Title 23, Section 409, United States Code) States that data devel oped and maintained
for the purpose of evaduating and planning potentid safety enhancements on federakaid
highways may nat be usad as evidence in court proceedings againg the Department or
the date.

In order to comply with the date satute which requires the rdease of information and
not forfeit the protection provided by the federa 1aw, safety-related data should be
rdeasad with the fallowing disclamer printed dearly on it.
Under Title 23 United States Code - Section 409, this data cannot be used in
discovery or as evidence at trial in any action for damages against WSDOT or
the Sate of Washington.

If someone has questions about reeasing information, they should contact the Public
Disclosure Coordinator or the Risk Management Office,

System Support

Staff in the OSC and Region Program Management offices use a number of databases
to input and gtore information about projectsin the highway condriction program. The
office has primary responghility for developing, maintaining, and enhanding three
databases. the Capital Program Management System (CPMYS), the Priority Array
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Tracking System (PATS), and the Project Summary database. Mogt staff working in
Program Management use one or more of these tools on adaily bass.

In the Olympia Service Center, the Program Management office maintains a help desk
for usersto call with questions about how to work in CPMS and helps deve op new
sysem features to improve system functionality and ease of use. OSC Program
Management aso provides support for PATS and the Project Summary database.

In the Regions, Program Management staff are often asked for hep with system-related
issues. They may be asked to update information in the database to reflect current
project status, to generate a report to provide information to help answer questions, or
to interpret information from the system so that others understand what the data means.

A group called the User Operating Committee (UOC) aso provides support to users of
CPMS and PATS. The UOC meets once or twice a year to discuss system issues,
provide information about system features, answer questions from users, and darify
general issues

Training

OSC Program Management offers formal training dasses for users of CPMS and
PATS. These dasses help new users get sarted working in the sysem and providetips
and pointers for long-time users of the system. In addition, training dasses are
sometimes put together to meet a need for information on a given topic such as book
building, program building, or prgect prioritization. For information about the training
provided, contact the OSC Systems and Anays's Manager.

In the Region, Program Management is often asked toprovide informal training. Staff
might be asked to explain the importance of aging the prgject dallars, how to complete
awork order, how to request additional funds, or how to access and use CPMS or
PATS. These requests can come in a meeting, in the halway, during a question and
answer sesson, or by someone stopping by the office.

Informational Materials

Program Management provides informational materials as needed to respond to
questions that have been asked or to help darify issues. These can take theform of a
formal procedure, a memo of undersanding, aletter, or an emall.

The OSC Program Management office maintains a website on the WSDOT Intranet
with information about what the office does, who works there, scheduled completion
dates for critical processes and tasks, information about working in CPMS and PATS,
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programming ingructions for use during Book Building, information about Prgject
Summary, and details about the Department Project Screening Board.

For information about the OSC Program Management Office, see
http://mawwwi .wsdot.wa.gov/ppsc/pgmmgt/
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Appendix A: Acronyms

AC Advanced Construction

ARB Agency Request Budget

B/C Benefit Cost

BMS Bridge Management System

BPG Budget and Program Group

BR Bridge Replacement

CAPS Contract Administration and Payment System
CCIS Construction Contracts Information System
CE Construction Engineering

CLB Current Law Budget

CMAQ Congestion Mitigation and Air Quality
CN Construction

CPMS Capital Program Management System
DPS Direct Project Support

DPSB Department Project Screening Board
EBASE Estimates and Bids Analysis System
EIS Environmental Impact Statement

ER Emergency Relief

ESA Endangered Species Act

FHWA Federal Highway Administration

FIRS Financial Information Retrieval System
FMIS Fiscal Management Information System
FTE Full Time Equivalent

FY Fiscal Year

GIS Geographic Information System

HAC High Accident Corridor

HAL High Accident Location

HCP Highway Construction Program

HSP Highway System Plan

M Interstate Maintenance

LAG Local Agency Guidelines

LTC Legidative Transportation Committee
M PO Metropolitan Planning Organization
MVET Motor Vehicle Excise Tax

NEPA National Environmental Policy Act
NHS National Highway System

NLB New Law Budget

NMFES National Marine Fisheries Service

OA Obligation Authority

OSC Olympia Service Center

PAL Pedestrian Accident Location

PATS Priority Array Tracking System
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PE Preliminary Engineering

PIN Program Item Number

PS& E Plans, Specifications, and Estimates

RA Regional Administrator

RCW Revised Code of Washington

RTPO Regional Transportation Planning Organization
RW Right of Way

SEPA State Environmental Policy Act

SPAM Statewide Programming and Management

SPES Statewide Preiminary Engineering System
STARS Schedule Tracking and Reporting System

STIP Statewide Transportation Improvement Program
STP Surface Trangportation Program

TARIS Traffic Accident and Roadway Information System
TDO Trangportation Data Office

TEA-21 Transportation Equity Act for the 21% Century
TEIS Transportation Executive Information System

TIP Transportation Improvement Program

TMA Transportation Management Area

TOPSIS Technique for Order Preference by Similarity to Ideal Solution
TPO Transportation Planning Office

TRAINS Transportation Reporting and Accounting Information System
TRIPS Trangportation Information and Planning Support
uoC User Operating Committee

uUSC United States Code

USDOT United States Department of Transportation

WAC Washington Administrative Code

WIN Work Item Number

WOA Work Order Authorization

WSBIS Washington State Bridge Information System
WSDOT Washington State Department of Transportation
WSPM S Washington State Pavement Management System
WTP Washington’ s Transportation Plan
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Actuals

Ad Date

Ad Hoc Report

Advance

Congruction

Advance Engineering

Aging

Allocation — Federal

Allocation — State

Allotment

The actual expenditures of dollars and workforce on a project. Actual
expenditures are tracked by Work I1tem phase.

Date the Congtruction phase of a project isto be advertised publicly
for bids.

Reports which can be written by the user againg afile of extracted
data from alarger database such as CPMS.

A process which allows work to be performed on approved federa
ad prgjects without having to obligate federa funds.

Prgjects programmed in the first biennium of the Legidative Book that
can be advanced to the congtruction phaseif other projects are
ddayed. Advance engineering ensures full ddivery of the highway
condruction program without additional programming action

A monthly plan of how dadllars and workforce will be spent for a
Work Item phase.

An adminigrative didribution of funds among the states for funds that
do not have gatutory digtribution formulas. For example, Congress
may appropriate funds and direct a federa agency to establish rules
for digributing the funds. The rules would not be satutory and
therefore the digtributed funds would be designated as alocations.

The amount of money digtributed by the Olympia Service Center to
each Region for the purpase of condructing and maintaining the gate
trangportation network. Thereis one allocation per Region per
biennium. Everything dseisatarget amount. Allocations aeusudly
only for date and federal funds. Specid alocations are s&t up for
local rembursable funds. Allocations rarely change once they are
established.

The amount set asde within an appropriation for a gpedific purpose.
The highway congruction program is managed by the dlotted
amounts within each appropriation. A request must be submitted to
OFM prior to spending any unalotted appropriations to alot these
fundsfor use by WSDOT. An dlotment plan is devel oped for each
appropriation by month and is provided to OFM. These dlotment
plans are devel oped from the expenditure plan in @ther the Legiddtive
or Operating Book, or may be based upon historical rates of
expenditure.
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Apportionment

Appropriation —
Federal

Appropriation — State

Authorization —
Federal

Authorization — State

Benefit/Cost (B/C)
Ratio

Book Environment

The amount digtributed to the sate for eech federa appropriation for
the federa fiscal year. An apportionment is based on formulas
established by federd law for dividing appropriations among the
dates.

The amount of funds made available by Congress for expenditure
with specific limitations as to amount, purpose, and duration. The
federa aid highway program operates mostly under contract authority
ruleswhich alow obligations to be made immediately after
apportionment or alocation. Federa programs (STP, BR, €tc) are
funded by appropriations smilar to Sate appropriations.

The legidative authorization to make expenditures and incur
obligations for a specific purpose from designated resources available
or estimated to be available during a spedified time period.
Expenditures are for both dollar and workforce (FTE). Expenditures
may not legally exceed an appropriation. Appropriations have a
funding source - state, federal, or local - and are made on a Satewide
basis. Generally, appropriation figures match the rdlup of the origina
sate-wide program, but the Legidature can appropriate a higher or
lower figure.

In reference to Congress, alegidative act or empowerment for an
agency to implement a particular program. An authorization
establishes the upper limit to which funds can be appropriated. In
reference to FHWA, an agreement to provide funding to alow the
Department to proceed on a project phase. The vehiclefor this
authorization is a Federa Aid Roject Authorization (FHWA Form
120). Any expenditures that occur prior to an authorization are
indigible for federd funding.

An agreement that allows Department resources to be spent for a
given project phase. A work order authorization isthe vehide
currently used by the Department for these authorizations.

A method for prioritizing highway improvement projects. The B/C
ratio is determined by dividing measurabl e benefits by measurable
codts for a gpecific time period, typicaly 20 years.

A term used to describe the WSDOT mainframe environment where
CPMS Book data resides. The Book environment is a snapshot of
the Production environment at a given point in time. Data in the Book
environment is not updated but is used for reporting and for
measuring program accomplishment.
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Bucket Project

Capital Program
M anagement System
(CPMYS)

Carryforward —
Federal

Carryforward —
State

Chart of Accounts
(M13-02)

Congruction
Contracts
Information System
(CCI9)

A region-wide prgject which has funding but no specific work
location. In CPMS, a bucket project isidentified by the Program
Item Number. Thefirg character of the PIN indicates the region and
the next Six characters uniqudy identify the type of work to be done.

A mainframe computer database used to devel op and manage the
highway and marine congtruction programs. It allows usersto
edablish and maintain project data and is used to manage and ddiver
the statewide congruction programs. System screens allow the user
to input and maintain project data, manage changes to approved
projects, and generate reports to monitor program ddivery. CPMS
interfaces with TRIPS, PATS, and TRAINS. CPMS dataisaso
downloaded to TEIS. See:

http:/Awwwi .wsdot.wa.gov/ppse/pgmmgt/cpms/

The apportionment balance, in each federal program, thatwill be
available for the next federal fiscal year. Carryforward consgts of the
apportionment balance that accumulated and was not used in the
three previous federa fiscal years. Unused apportionment is forfeited
if it isolder than three previous federd fisca years.

The amount of funds necessary to complete project phases authorized
in aprevious biennium that will not be available to begin new projects
or project phasesin a subsequent biennium. Sometimes referred to
aswork-in-progress (WIP).

A WSDOT manud that contains the vaid codes and explains the
coding structure used in recording and reporting financia and/or
rdated information at WSDOT. It covers. agreement prefixes, job
number prefixes, group category codes, authorization codes,
WSDOT table of organization, object codes for expenditures,
subprogram and work operation codes, agency financia codes,
revenue source codes, balance sheet and general ledger codes,
appropriation codes, and organization codes. Seer

http:/Awwwi .wsdot.wa.gov/FA SC/Accounting/

A mainframe/micro-computer system designed to track all
condruction projects and generate reports. Theinitial setup of a
contract is extracted from CAPS. A mgjority of the datais entered
into the system by Project Engineers. Datais stored on the
mainframe. To generate reports, data is downloaded to a SQL server
which anyone can access. CCIS generates the Weekly Statement of
Working Days and Change Orders. The system creates the forms for
these s0 a preprinted form is not needed.
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Congruction M anual
(M 41-01)

Contract
Adminigration and
Payment System
(CAPS)

Current Plan

Cut-off

Decison Package

Department Project
Screening Board
(DPSB)

Design Manual
(M22-01)

A WSDOT manua providing procedures and methods that are
acceptable for the congtruction of state highway projects under
engineering supervison of the Department. It indudes detailed
guiddines for the documentation of work received and the kegping of
records which are essentid to proper accounting for the adequacy of
work and the payments made. The Construction Manual isa
reference book of ingructions cons stent with the Sandard
Specifications. Program Management uses information in this manual
relating to contract adminigtration and change order processing. For a
copy of the Construction Manual, see:
http://Amww.wsdot.wa.gov/fast/EngineeringPublications

A mainframe computer sysem that allows WSDOT to manage the
data used to track and report on congtruction contract progress. The
work order manager uses the system to initiate payments to be
generated to prime contractors and escrow agents. Program
managers might check CAPS to see how individud pay items have
been set up on a contract. For more details, refer tothe CAPS
Manual (M 13-01).

The amount currertly planned to be spent in dollars and workforce
for a project phase.

Time during the month when a sysem is shut down so that actuals for
the preceding month can be applied and reaging can be
accomplished. (Also caled monthend cut- off.)

A request to the Legidature for an increase or decreasein dollars
and/or FTEs from the current authorized budget level. These requests
are submitted to the program managers for review by the
organizational managers.

The group of WSDOT executives reponsble for reviewing and
approving mgjor changesto prgjects in the highway congruction
program.

A WSDOT publication providing palicies, methods and procedures
recommended for deveoping projects. The manua provides specific
desgn dements, such as horizonta curve desgn and formulas for
sgnal design, and dso genera guidance about hearings, permits,
dructures, ec. Program managers use the manua during the

devel opment of project summaries to ensure condgstency with
applicable standards of practice. For a copy of the Design Manual,
e
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Direct Labor

Direct Project
Support

DueYear

Estimatesand Bid
Analysis System
(EBASE)

Federal Highway
Adminigration
(FHWA)

Financial | nformation
Retrieval System
(FIRS)

Fiscal M anagement
Information System
(FMIS)

http:/Ammw.wsdot.wa.gov/fast/ EngineeringPublications/

Work which contributes to the completion of a product and which
can be charged againgt a particular project/Work Order.

Work or services that contribute to the ddivery of the highway
congruction program but are not assgned to any one project.

The year pavement rehabilitation is due according to the Washington
State Pavement Management System. For programming purposes, a
due year is conddered to be the year the pavement rehabilitation is
due aswdl asthe fallowing two years, a future due year isany year
more than two years after a due year; a past due year is any year
prior to the current yeer.

A WSDOT SQL server gpplication that manages estimates and
contractor bids for construction projects. It produces project
egimates, breaks out contract agreement amounts, congtruction
enginearing estimates and sales taxes, and provides a summary by
fund source (federal, Sate, etc.). Region program managers use
EBASE to prepare work order authorization forms. OSC program
managers use the PE Summary produced by the system for reviews
prior to work order authorization or submittal of federalaid
agreements. For more information, see

http://mwwwi .wsdot.wa.gov/eese/ CA E/pse/ebase?/suppl .htm

The s=ction of the United States Department of Trangportation with
jurigdiction over the use of federd funds for sate highway and local
Sreet and road improvements.

A dient-server computer application which dlowsthe retrieva of
accounting, budgeting, and work order information from TRAINS.
The user Hects criteriafor querying the database and information is
placed in an Excd spreadsheet for a quick and easy look at
expenditures. For more information, see

http:/Awwwi .wsdot.wa.gov/FA SC/Accounting/firs.pdf

A nationwide accounting system containing data reated to federaly
funded highway projects. The datais summarized in a variety of ways
and used by FHWA for planning and executing agency programs,
evaluating program performance, and depicting financia trends and
requirements rdated to current and future funding. The information is
maintained on a centra mainframe computer and updated via
microcomputers. Fsca information isinput into FMIS by gaff in
OSC Program Management, Highways and Loca Programs, and

Programming and Operations Manual Page B-5

April 2001


http://www.wsdot.wa.gov/fasc/EngineeringPublications/

Appendix B

Fiscal Year —Federal

Fiscal Year — State

Full Time Equivalent
(FTE)

Geographic
Information System
(e1S)]

High Accident
Corridor (HAC)

Finance and
Adminigration. FMISis used to obtain funding approva from
FHWA and to track and manage federaly-funded projects.

The twelve month period from October 1% through September 30"
by which Congress makes appropriations and in which obligation
authority can be usad by the State.

The twelve month period from duly 1% to June 30" for which
WSDOT plansthe use of its funds. (Fiscal year 1999 begins July 1,
1998 and ends on June 30, 1999).

A unit of measurement for workforce. For planning purposes, one
FTE isequa to approximately 1800 hours of work in afisca year
regardless of whether that work is performed by a full-time, part-
time, or temporary employee

A computerized geographic information system used to Sore data.
Data may be used with GIS if the data indudes the Accumulated
Route Mile (ARM) or State Route Mile Post (SRMP). Global
Postioning System (GPS) technology provides a means of collecting
data and is an dternative to location by ARM or SRMP. The primary
desktop toal to view and analyze GIS datais ArcView software.
Program managers may use GIS information when preparing or
reviewing a Prgject Summary and when entering deficiency datain
CPMS.

A highway corridor one mile or gregter in length where afive year
anayss of caligon higory indicates that the section has higher than
average collison and severity factors.

High Accident A highway section typicdly less than .25 mile where a two-year

Location (HAL) anayds of calison higory indicates that the section has a gnificantly
higher than average cdlison and severity rate

Highway The comprehendve two-year program and Sx-year finanda plan of

Condruction highway improvement and preservation projects sdected by priority

Program (HCP) for each Region.

Highway System A WSDOT planning document that addresses the sate highway

Plan (HSP) sydem dement of the Washington Trangportation Plan. The HSP
defines sarvice objectives, action drategies and costs to maintain,
operate, preserve, and improve the sate highway system for 20
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Improvement Type

Indirect Cogsts

Inflated Dollars

Inquiry

L egidative Book

Local Agency
Guiddines
(M 36-63)

Lowest Life Cycle

Metropolitan
Planning
Organization
(MPO)

years. It isthebassfor the sate highway dement of the Sx-year plan
and the biennid gate highway program. It is periodically updated to
reflect completed work, changing transportation needs, polices, and
revenues. It compares highway needs to revenues, describesthe
"finanddly condrained” cods of the highway programs, and provides
details of conceptual needs in the Improvement program. For more
information, e

http:/Ammw.wsdot.wa.gov/ppsc/planning/

A generd definition of the type of work that will be accomplished by
aProgram Item.

Activities which support direct labor costs but cannot be charged
againg a particular project or activity.

Vaue of the estimated dallars inflated from the estimate date to the
mid-point between the phase start and phase completion dates (for
RW and CN phases only).

Mode which adlows a user to view data in a computer system, without
alowing the user to change or update data.

Ligt of prgjects by subprogram deve oped by Program Management,
approved by the Trangportation Commission, and submitted to the
Legidature during the odd- year sesson when biennia budgets are
.

WSDOT publication that provides loca agencies with satewide
palices and sandards to follow when usng Federal Highway
Adminigration funds for trangportation projects. The manua provides
information to hedp Washington’ s publc agencies plan, design,
condruct, and maintain trangportation fadilities. 1t describes funding
procedures and the use of federa Emergency Relief funds. For a
copy of the Local Agency Guidelines, see:
http:/Ammw.wsdot.wa.gov/fast/EngineeringPublications/

In terms of highway pavement preservation, the point in a pavement’ s
life cyde where optimum pavement life has been achieved and the
least cost to resurface has been reached. Pavements that have gone
beyond this optimum paint typically incur more cogts to rehabilitate.

The agency desgnated by the Governor to adminigter the federdly
required trangportation planning process in metropalitan areas with
populations over 50,000. The MPO isresponsble for the 20-year
long-range plan and the Trangportation Improvement Program (TIP).
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Milestone

M onthend Process

National Highway
System (NHYS)

New Start

Nightly News

N Line

O Line

Obligation

Obligation Authority
(OA)

Operating Book

The date which marks a sgnificant activity to be accomplished on the
project such as. PE funds authorized, design report approved, or
project to ad.

A monthly processin CPMS during which the sygem is not available
for update and actual expenditures are posted, planned dollars are
reaged, and reports and generated.

A network of roadways designated by Congressthat conssts of all
Intergtate routes, many urban and rura principal arterias, and
drategic highways and highway connectors. Over 3000 miles of
WSDOT highways are designated as NHS routes.

A prgject phase which has been planned or programmed for the first
time

The Change Summary Report from CPMS which itemizes changesin
scope, schedule, or cost to approved Program Items. It is distributed
to OSC Program Managers daily. Regions review changes madein
CPM S through this report.

A financelinein CPMS for which funds have nat yet been authorized
or requested.

A financelinein CPMS that has overrun. An Olineis caused when
expenditures applied againg a finance code exceed the amount
authorized for the finance code.

A commitment by FHWA to reimburse the state for approved
expenditures.

Thelimitation by the federd government on the amount of federa
apportionment and alocation that can beobligated during a spedific
time period, normally afederd fiscal year. OA does not affect the
amount of apportionment or allocation, it just controlsthe rate at
which these funds may be used. It is not the same as expenditures.

Fnal list of projects by subprogram which has been approved by the
Legidature during the odd-year budget sesson and to which funds
have been appropriated.

Org Code Sx-digit code designating an organizationd area of responghility and
by which workforce is planned and againg which labor and dallars
are expended.
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Original Plan

Overprogramming

Override

Overrun

Overgatement

Plans Preparation
Manual (M 22-31)

Plans, Specifications,
and Egtimates
(PS&E)

PLine

Preconstruction

Preliminary
Engineering (PE)

A Program Item’ s proposad budget asinduded in the Legidative
Book and approved by the Trangportation Commission. Originasare
st in CPM S when the Operating Book is edablished. All changesin
project cost, scope and schedule are measured againg the originals
for determining approval authority required and measuring accuracy
of projects as budgeted.

The process of adjusting the CPM S database by an acceptable
percentage over the alocation for a particular program. It provides
flexibility for handling unanticipated project cost changes or project
delays. It is accomplished by advancing projects into the biennium.

A change made by the user which drcumvents sysem-generated
sandard values for schedule, workforce, or dollars.

Expenditures charged to a specific finance code which exceed the
amount authorized for the finance code and which cause the total
work order expenditures to exceed the authorized amount.

Expenditures charged to a finance code which exceed the amount of
funds authorized for the finance code but which do not cause the total
work order expendituresto be overrun.

A WSDOT publication which provides ingruction and guidance for
the preparation of right of way plans, contract plans, specia
provisons, and estimate packages for highway congtruction projects.
The manua aso provides the sandards usedin the preparation of
these plans using Computer Aided Drafting and Design (CADD).
Useful information for Program Management is the documentation the
manua provides on the various amounts of Congruction Enginearing
and Contingency costs. For a copy of the Plans Preparation
Manual, see:

http:/Amww.wsdot.wa.gov/fasc/EngineeringPublications/

The prgect deve opment activity that follows project definition and
culminates in the completion of contract ready documents. These
indude fina plans, spedfications, and enginearing estimates.

A financelinein CPMS for which funds are pending authorization.

All project phases which precede the congruction phase. This
indudes prdiminary engineering and right of way acquistion.

A term used to describe dl work, induding project establishment and
route sdection, through the PS& E review. Approval to proceed with
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Priority Array

Priority Array
Tracking System
(PATS)

Production
Environment

Program

Program Item

Program Item
Number (PIN)

aWork Item phaseis started by a setup of funds through a Work
Order Authorization.

A cdllection of adl nesdsidentified in the Highway Sysem Plan, ligted
by severity ranking, and prioritized based on the methodol ogy
adopted by the Department to meet the requirements of RCW 47.05.

A centraized database that allows tracking of highway deficiencies
and their solutions. The system is designed to ensure that WSDOT
addresses the highest ranked transportation needs. Deficiencies are
tracked for each action drategy in the Highway System Plan. The
system stores over 30 different deficiency groups and provides the
ability to match these deficiencies with programmed projects
identified in CPMS. The system is usad to identify defidences
addressed by projects during program building and to provide
documentation if no solution is provided for a high ranking deficdency
in the current biennium. Seer

http://Mmwwi .wsdot.wa.gov/ppsc/pgmmgt/pats/

A term used to describe the WSDOT mainframe environment where
CPMS Production data resides. Data in the production environment
is actively updated and maintained by users and represents the most
current information on a project.

(Noun) A plan for completing a group of prgjects having specified
schedules and specific costs. See Highway Construction Program.
(Verb) To obtain approval to complete a project as part of the
highway congruction program. The Trangportation Commission
approves the highway congruction program in the form of the
Legidative or Operating Book. Projects not included in the Book can
be programmed individualy by the Commisson, the Trangportation
Secretary, or the Program Management Engineer.

A project in the highway congtruction program which identifies
gpecific work proposed for funding and completion. It isused to
establish legidative and program commitments.

A unique seven-character identifier of aprgject in the highway
condruction program. Thefirst character isanumber and indicates
the Region. The next three characters are a so numbers and designate
the State Route. The lagt three characters-- two numbers and one
letter -- are unique identifiers assigned by the Region. For example,
PIN 310188A isin the Olympic Region on SR 101 and uniqudy
identified as 83A.
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Program M anager In the Region, the individua respongble for devdoping the Region’ s
component of the highway congruction program. In the Olympia
Service Center, theindividua respangble for budget deve opment,
execution, and judtification of one or more subprograms within the
highway congruction program.

Project Manager Theindividua respongble for managing the accomplishment of work
on a project phase.

Project Summary A document which comprises the project definition, design decisons,
and environmenta review summary. The document replaces the
project progpectus, design report, and an environmental database.

Project Summary A centralized database used to prepare and review project
Database documentation prior to approva for programming. Each Region
utilizes a copy of the database to prepare project definitions, conduct
environmenta reviews, and make design decisonsfor a project.
Officesin the OSC are charged with monitoring these work reviews
and may comment on the documentation. See:
http:/Awwwi .wsdot.wa.gov/ppsc/pgmmgt/projsum/

RCW 47.05 A sction within the Revised Code of Washington which establishes
"that investment of gate trangportation funds to address deficiencies
on the state highway system be based on a palicy of priority
programming having asits bass the rationa sdection of projects and
services according to factua need and an evauation of life cycle costs
and benefits and which are sysematicaly scheduled to carry out
defined objectives within available revenue™ It aso covers functiona
dassfication of highways, the 9x-year program, alocation of funds,
and priority sdlection criteria for the improvement program. For the
complete text of the RCW, see:

http:/Aww.leg.wa.gov/wd adm//row.htm

Reaging The redigtribution of planned expenditures of dollars and workforce
over each month of a Work Item phase.

Reappropriation Funds that were appropriated in a biennium that were not ableto be
used may be appropriated for the same purpose in the following
biennium. The funds are then designated as a regppropriation.

Regional A planning organization authorized by the Legidature in 1990 agpart

Trangportation of the Growth Management Act. The RTPO isavoluntary

Planning organization with representatives from state and local governments

Organization (RTPO) andisrespongble for coordinating trangportation planning activities
within aregion.
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Remaining Plan

Responsble Org

Right of Way

Scenario

Schedule Tracking
and Reporting
System (STARYS)

Soft Match

Stage of Estimate

The expenditures remaining for a project phase. Actud expenditures
subtracted from planned expenditures equal the remaining plan. The
remaining plan iswhat is aged/reaged.

The organization code for the Work Order Manager assgned to
monitor the funding neads and scope changesto a project.

Work Item phase rdated to acquisition of land, beginning with right of
way funds authorization and usudly ending with the right of way dear
milestone

A term used in CPMSto indicate a sdection of datausng alig of
Program Items or Work Items which meet a sdected profile. A
scenario can be used asatodl for cresting specialized reportsusing
on-request report formats.

A dient-server based system developed by the Northwest Region for
projects within ther highway congruction program. It is used to
monitor and assess project schedules and resource needs both at the
project and program level. The system utilizes Microsoft Project,
Microsoft Access, SQL Server and the WSDOT mainframe. The
system replaced the "' Sunshine Report” schedule tracking and

reporting system.

A funding tool that dlowsWSDOT, by uang tdl credit, tohill
FHWA for up to a 100% of the digible expenditures on a project.

A two-character fidd used in CPMSto indicate the financid satus of
the project. Thefirg character indicates the status of funding, and the
second character indicates the status of the work at the time the
estimate was prepared.

Statewide A planning document that indludes al federaly funded projects and

Trangportation other regionally sgnificant projects for athreeyear period. The STIP

I mprovement isacompilation of dl projectsthat arein the Trangportation

Program (STIP) Improvement Programs (T1Ps) developed by the regiona planning
organizations (MPOs and RTPOs). A new STIP must be devel oped
every two years or less and is gpproved jointly by FHWA and FTA
for compliance with gatutory requirements and finandd feeghility.

Surface A federd program established by Congressin 1991 which provides a

Trangportation source of federa funding for highway and bridge projects, induding

Program (STP) projectsin other trangportation modes.

Target The ddlar amount which is expected to be available for program
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Techniquefor Order
Preference by
Similarity to | deal
Solution

(TOPSIS)

Threshold Break

Title 23,
United States Code

Traffic Accident and
Roadway
Information System
(TARIS)

Trangportation
Equity Act

for the 21% Century
(TEA-21)

funding within the biennium.

An algorithm used by WSDOT in the process of ranking proposed
highway mahility (11) projects. Once projects are scored, TOPSIS
places the scores in an evaluation matrix, normalizes the scores,
multiplies each score by a rdative weight, formulates a theoretical
"ided-best” project and a theoretical "ided-worst" project, and
prioritizes proposed projects. Regional program managers normally
coordinate the input of various data dements by their planning, traffic
and environmenta offices.

The point a which an gpproved Program Item varies from an
established range for chages. A sngle change or the cumulative
effect of smaler changes can bresk a threshold and necesstate a
change approval.

Federd legidative, also referred to as Public Law 104-205, which
describes what Congress considers to be permanent substantive laws
governing the Federal- Aid Highway Program. It need not be
reenacted in each new highway act. (See TEA-21). Each highway act
Specifies which sections of Title 23 are amended, repedled, or added.
Title 23 does not contain requests for studies or specia projects and
maost authorizations are not codified. Thus, the code effectivey
contains only those continuing provisons of the highway law.

A computer sysem under development by the Department. When
complete, it will provide accessin a dient-server database
environment to highway inventory, traffic and acadent data thet is
currently sored in the Transgportation Information and Planning
Support System (TRIPS). See TRIPS

Federa legidation passed on June 9, 1998, which authorizes
highway, safety, trangit and other surface transportation programs for
the next sx years. Subsequent technical correctionsin the TEA 21
Restoration Act have been incorporated; thus, the two arejointly
referred to as TEA-21. TEA-21 builds on its predecessor the
Intermodal Surface Trangportation Efficiency Act of 1991 (ISTEA),
which was the last mgor authorizing legidationfor surface
trangportation. The new act describes digibility requirements, contains
funding authorization levels for the next Sx years by program, and
gpecifies how the highway obligation limitation will operate. For more
information, e

http:/Amww.fhwa.dot.gov/tea21/
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Trangportation
Executive
Information System
(TELS)

Trangportation
I mprovement
Program (T1P)

Trangportation

I nformation and
Planning Support
(TRIPS)

Trangportation
Reporting and
Accounting
Information System
(TRAINS)

Unallotment

An information system used to monitor and track activities which
receive funds from the trangportation budget. These activities are
accomplished by the WSDOT, the Washington State Petral, the
Department of Licenang, and the Legidative Transportation
Committee. The system provides read-only access to information on
capital condruction projects, workforce, financia atus,
trangportation funds and accounts, and performance measures. See:
http:/mwvw.trang nfo.sate wa.us

A three-year trangportation investment srategy required from
Metropolitan Planning Organizations by Congress. It indudesall
projects in the three-year period expected to be financed by federd
funds. All federally funded or regionally sgnificant projects must be
induded in the TIP.

A mainframe computer system designed to provide engineering,
maintenance, planning, and accounting personnd with highway
inventory, traffic and accident data. The system includes both current
and higorica information about the gate highway sysem. A TRIPS
user can view data through on-line screens, generate screen prints for
hard copies, print standardized batch reports or use a specialized
computer language to develop customized reports. TRIPS isused to
obtain geometric data, accident data from the Callison Anayss
Report System (CARS), and traffic volumes for preparing project
definitions. For more information, seethe TRIPS User Guide.

A computerized ledger-basad accounting sysem which isthe core
system used for work order expenditures. TRAINS was instaled on
the WSDOT mainframe on 7/1/1991. Region Program Management
daff use TRAINS to check work order setups, overruns, and
underruns, to obtain organization (org) code and control section data,
and to check federal-aid agreement numbers and details. They dso
use TRAINS to track agreement costs, agreement status, and vendor
and manager information. OSC Program Management saff use
TRAINS to evaluate work order authorizations, to check work order
setups and fund source authorizations, and when modifying federa aid
agreements. For more information, seethe TRAINS User Manual
(M13-03).

That part of an appropriation which is available for alotment but
which the Department does not plan to spend. It isequal to that part
of each appropriation for which the Department has expenditure
authority but which exceeds the approved plan.
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Unanticipated
Receipt

Underprogrammed

Underrun

V Line

Washington State
Bridge Information
System

(WSBIS)

Washington State
Pavement

M anagement System
(WSPMS)

Funds that are received from any source that were not anticipated in
the transportation budget. Approva to expend these funds is made
by means of a Request for Unanticipated Receipts. The Governor
has the authority to gpprove the allotment of such funds within the
guiddines pecified in RCW 43.79.270.

A subprogram is underprogrammed if its current biennia expenditue
plan islessthan its dlocation.

Negative expenditures in CPM S which occur when expenditures are
backed out and the reduction exceeds the actual expenditures. The
term is also used in monitoring the program. In this case, underrun
refers to the condition when actua expenditures made in a month or
in thetotal months to-date are less than the anticipated expenditures

A financelinein CPM S for which funds have been authorized. Funds
authorized with V lines are planned to be gpent after funds authorized
with Y lines.

A dient/server basad system which replaced the State of Washington
Inventory of Bridges and Structures (SWIBS). This database indludes
Nationa Bridge Inventory data that WSDOT is required to submit to
FHWA quarterly. It indudes ingpection data used to implement
WSDOT’ s Bridge Management System and isthe official repository
of city and county bridge data. WSBIS isthe source for the "Bridge
Lig" published by the Bridge and Structures Office every biennium
which shows the name, SR, milepog,, length, vertical dearance,
gructura type and identification number of al bridges on Washington
highways. The Bridge Preservation Office maintains the WSBIS data
file.

A computer system which stores data about the condition of al the
highways in the sate and uses cal cul ations to forecast when pavement
isduefor repaving. Information available indudes the laiest fidd
review, past contracts and the result of calculations for every tenth of
amile Caculations are used to determine whether a given section of
pavement isa"past du€'’, "du€’, or "future due' preservation need.

Washington’ s A WSDOT planning document developed for the Trangportation

Trangportation Commisson in coordination with loca governments, regiona

Plan (WTP) agencies, and private trangportation providers. It addresses the future
of trangportation facilities owned and operated by the state and those
the state does not own but has an interest in. It presents a 20 year
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Workforce

Work Item

Work [tem Number
(WIN)

Work Item Type

vigon for these various modes of trangportation. It identifies Sgnificant
trangportation investments that are needed to maintain the system,
improve safety, provide mohil ity to a growing population, and keep
the economy moving. These trangportation needs are defined by
service objectives which are spedific, desired outcomes for each
mode of transportation. Each service objective is supported by one
or more action strateges. For a copy of the current document, sees
http://mwww.wsdot.wa.gov/ppsc/wtp

Resources available in terms of |abor to ddiver the highway
congtruction program.

An dement used in CPMSS to describe how the planned work isto be
carried out on aproject. It carries details about the
project schedule, cost, and workforce for each phase.

A unique seven-character identifier for the work within each project
phase (PE, RW, and CN). Thefirs character is aletter and indicates
the Region. The next three characters are numbers and designate the
State Route. The last three characters-- two numbers and one |etter
-- ae unique identifiers assgned by the Region. For example, WIN
FO9086A isin the Eastern Region on SR 090 uniquely identified as
86A.

A genera definition of the type of work to be performed by a Work
Item. It is derived from the Improvement Type code entered for the
Program Item. The vaid Work Item Type codes are: 1-Mgjor, 2-
Overlay, 3-Bridge, 4-Safety, 5-Landscape,

6-Unique. (Work Item Type 5 isno longer used.)

Work Order Thetod by which expenditures are authorized for specific work on a
Work Item phase. The work order establishes the central collection
point (cost center) for recording all expenditures associated with
activitieson aWork Item phase

Work Order The document usad to establish funding for a particular phase of

Authorization work. A separate work order authorization is required for each
phase prdiminary engineering, right of way, and congtruction.

Work Order Theindividua respongble for managing the project funds and scope

M anager changes.

Y Line A finance linein CPMS for which funds have been authorized.
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25" Month The accounting period fdlowing the last month of a biennium which is
used to record expenditures posted after the biennium dose but
which should be charged in the biennium.
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Appendix C: Work Order Authorization Form and Guidelines

-
Washington Stato
7:“’ Deparimant of Trarspertation WORK ORDER
WORK ORDER: M S 3222 DATE SENT: Mar 24, 1998 DATE REC'D: Mar 24, 1998
WORK ITEM: HO0011A WOATITLE:  Roadway Design Software M aintenance
PIN: 000011A WORK DESC: Maintenance and Support of CAICE
PHASE: [XPE ORrRW JcN ORG# / MGR: 303080/Jim Michal
SR(s): From: MP: To:
SOU'EUCNEDgF &) State 0] Federdl COUNTY(S): 34 THURSTON
" [OvLocd OmB [JER
WOA TYPE: Perpetual Biennial
O Perpet ® PREVIOUS AUTHORIZATION: $0.00
Reimbursable From: GrouB Categor%
Receivable Agmt # % | AMT Date Executed 1 WarkDone Contractor
02 Work Done Others
Payable Agmt #
03 Engineering
04 State Force Work 180,000.00
FA No. FA %  FA Approp FHWA AuthDate| oo wMaterial Fumished
06 Contingencies
07 R/W Acquisition (need true cost)
RWcettoOSCOY ONA  JSTPRef[ ]| 08 R Other
Design Approv |:| NEPA |:| 99 Vendor Supplied Serv. & Matls.
NEW TOTAL AUTHORIZATION $180,000.00
The CE / PE costs equal % _of current est. construction :
PIN Sub | Fund Legis Finance Amt. Cont_rol Distr % by Notes: New Setup $180,000.00
Pgm | Acct Approp Codes Change Section Cont. Seqt
O000MA P3 | 108 A10 AA 180,000.00 3400NT 100
TOTALS : Amt Change $180,000.00 Distr % 100%
WORK ORDER JUSTIFICATION
New setup to fund CAICE system maintenance for the 97-99 biennium
ACCOUNTING NOTES : WOA INITIATED
Org Manager Date
REGIONAL
CONCURRANCE:
EXPENDITURE Regional Administrator/ Designee Date
AUTHORIZATION
BY:1.
Program Manager / Designee Date
COPY 2
] —I:I — [ Favuaison I Program Manager / Designee Date
1 1 (] —_ crenteoey [ | revsiesssae
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Filling Out the Form

The Work Order Authorization form as shown on the previous pageis provided by OSC
Program Management. Regions can create a similar form using any software application
that meets their needs, but the form must be consistent with the standard form. The
following pages describe how to complete the required sections of the form.

Work Order: Enter the work order number. For on-going work orders, use the work
order number assigned to the associated WIN/phase. For new starts, see the Chart of
Accounts for prefix selections and descriptions.

Date Sent: Enter the date the work order was sent to OSC. Thisis not necessarily the
same day the work order was filled out.

Date Received: Regions should leave thisfield blank. OSC Program Management will
enter the date the work order was received.

Work Item: Enter the Work Item Number as assigned in CPMS.

WOA Title: Describe the project work. This should be the same as the Work Item title
in CPMS,

PIN: List all PINslinked to the Work Item/phase in CPMS.

Work Desc: Enter a brief description of the work associated with the fund request. (This
can be the same as the Work Item description entered in CPMYS).

Phase: Check either PE (Prdiminary Engineering), RW (Right of Way), or CN
(Congtruction) to match the phase for which you are creating the work order. (Only one
phaseis allowed per work order).

Org#/Mgr: Enter the Organization Code and the name of the Organization Manager
responsible for managing the project phase. (OSC Accounting Services will forward
documentation needed to manage the work order to this office.)

Source of Funds: Indicate the funding source for the work order authorization by
checking the appropriate boxes.

» State: Check thisbox if funds are to be paid by Washington State. Do not check
State if the only State funds are a match for federal dollars.

* Fed: Check thisbox if funds are to be paid through participating FHWA dallars.
(Non-FHWA federal dollars are considered local dollars for work order purposes.)

* Local: Check thisbox if funds are to be paid by sources other than Washington State
or FHWA (e.g., local governments, devel opers, other governmental agencies).
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* TIA: Check thisbox if Trangportation Improvement Account funds are planned for
the project.

* ER: Check thishox if the project is éligible for federal Emergency Relief
relmbursement.

County(s): List al the counties within the project limits.
SR(s): List all State Route numbers associated with the project work.

From/To MP: Enter the beginning and ending mile post for the project to the nearest
hundredth of amile.

WOA Type: Check the Perpetual box for ongoing work orders. Check the Biennial box
for work ordersthat are to be zeroed out at the end of the biennium, asis the case with
most Administrative work orders. Then complete the appropriate section bel ow.

* Reimbursable From: If local funds are being used, indicate the contributing
agency(s).

* Recelvable Agmt # Indicate the recelvable agreement number associated with the
local funds.

* % / Amt: Enter the percentage amount or the dollar amount specified in the terms of
the receivable agreement.

» Date Executed: Enter the date the agreement was executed (Do not send in a work
order if thisdate is not known since the work order can’ t be set up in TRAINS until
the agreement has been executed.)

For FA Projects Only: Complete this section only for federal aid projects.

* FA No.: Enter thefederal aid project number. If unknown, leave the field blank.

* FA %: Regionsshould leave this blank. OSC Program Management will enter the
percentage of federal participation. This prorated share is based on the federal fund
source. The various participation share values are subject to change. (If soft match is
being used, show FA% as 100% and indicate the federal pro-rata share that would
apply if soft match were not being used.)

* FA Approp: Regionsshould leave this blank. OSC Program Management will enter
the federal aid appropriation number. This number can be found in the Chart of
Accounts based on the fund types used on the project phase.

« FHWA Auth Date: Regions should leave this blank. OSC Program Management
will enter the date of federal authorization. Thisisthe date the FHWA signsthe
federal aid authorization form.

* RW Certto OSC: For new federal aid projects, check YESif Right of Way
certification has been submitted to the OSC Real Estate Services Office. Check N/A
if certification isnot required.

* STIPRef: Enter the STIP project identification number. Thisisrequired for al
federal aid projects.
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» Design Approv: Enter the date that design approval was given (the design file
approval date).
* NEPA: Enter the date of National Environmental Protection Act (NEPA) approval.

Previous Authorization: Enter thetotal previously authorized dollars (the balance
forward from the latest work order processed). Enter zero if the project is a new start.

Group Category: Enter the amount of the total authorization that falls within each group
category. (Seethe Chart of Accounts for additional details about group categories.)

* 01-Work DoneContract: (For the CN phaseonly) Enter the amount of anticipated
payments to contractors, including sales tax to be paid through CAPS or by voucher.

* 02-Work Done Other: Enter the amount of anticipated payments for work
performed by parties other than WSDOT or contractors. Enter a corresponding
payabl e agreement number associated with the work. The agreement must be set up in
TRAINS before the work order is processed.

* 03- Engineering: Enter the amount of expenditures authorized by the location or
project engineer’ soffice for design or location work, review of plans, and all other
related costs. This category can also be used for engineering work performed for a
customer in association with other work per a reimbursabl e agreement.

* 04- State ForceWork: Enter the amount of expenditures by WSDOT personndl.
Thisincludes labor, equipment, and materials costs. It excludes location engineering
and vendor supplied services and materials. For the PE phase, enter the state force
labor, regardless of the amount. Thereisno limit except as set by the amount
approved in the budget. For the CN phase, enter the amount of construction labor.
Thereisalimit to how much state force labor can be spent on construction activities
for a particular item of work (see RCW 47.28.030). The work must be estimated to
cost less than the current limit of $50,000.

* 05- Materials Furnished by State: (For the CN phase only) Enter the estimated
value of material furnished by WSDOT to the contractor or to the local agreement.

» 06 - Contingencies. (For the CN phase only) Enter the amount of the dollar reserve
to be used for other group category overruns on work within the original scope of the
project. Thisreserve must be depleted before the total authorization can be increased.

* 07-RW Acquisition: Enter the amount to be used for the purchase of real property.
Submit a copy of the Preliminary Funding Estimate (PFE) with the work order. The
PFE lists all the parcel numbers to be acquired with or affected by the project.

* 08-RW Other: Enter the costs associated with work performed by both the Region
and OSC Real Estate Services Office. Thisincludes property appraisals and
administrative costs associated with the purchase of property.

e 99-Vendor Supplied Servicesand Materials. Enter the costs associated with
vendor supplied services and materials which the Department has authority to incur
but which do not fit into other group categories. This does not include materials
purchased for installation by state forces which would fall under group category 04.
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New Total Authorization: Enter the sum total of the Previous Authorization amount
plus or minus the group category amounts.

CE/PE Costs. Enter the percentage of Construction Engineering or Preliminary
Engineering costs associated with the project.

PIN: List each Program Item Number linked to the Work Item/phase.
Subpgm: Enter the corresponding subprogram code for each PIN listed.

Fund: Regions should leave this blank. OSC Program Management will enter the
accounting fund source.

Legis Approp: Regions should leave this blank. OSC Program Management will enter
the legidative appropriation code from the Chart of Accounts.

Finance Codes. Enter the finance code(s) associated with each PIN as shown in CPMS.

Amt Change: Enter the amount by which the work order isincreasing/decreasing for
each PIN.

Control Section: Enter the control section where expenditures are anticipated. This
information can be found in TRIPS.

Distr % by Control Sect: Enter the distribution percent by control section for how the
remaining expenditures will be spent on each PIN for labor distribution (TRAINS groups
60 and 70). Thisisnot necessarily the split by PIN as shown in CPMS. See the example
bel ow.

= Example: A work order is set up with one PIN and an authorization amount of
$100,000. After $50,000 is spent on this PIN, a second PIN is added to the work order
with an authorization amount of $100,000. In CPMS, the cost screen will show the
total authorization at the WIN/phase level as $200,000 with a split of 50% for PIN 1
and 50% for PIN 2. When completing the work order, do NOT enter a distribution
percent of 50% for each PIN. Instead, calculate the distribution percent based on the
remaining planned dollars. Since $50,000 have already been spent, the remaining
dollars after adding the second PIN are $150,000. Of this total, $50,000 (or 33.3%)
will be spent on PIN 1 and $100,000 (or 66.7%) will be spent on PIN 2.

Notes. Enter any notes or instructions pertinent to processing the work order. This
section should be reserved for Program Management and CPMS information. (When
using the FileMaker Pro form, thisfield will automatically calcul ate and display the
amount of authorization change.)
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Totals— Amt Change: Enter the sum total of the separate change amounts entered for
each PIN. Thistotal must equal the total increase or decrease as a result of the separate
group category amounts.

Totals— Distr %: Enter the sum total of the separate distribution percent amounts
entered for each PIN. Thistotal must equal 100%.

Work Order Judtification: Enter a complete and logical explanation of the requested
changes to the work order. When requesting funds for Right of Way acquisition, list the
Right of Way sheet titles and the approval dates for the parcels to be acquired. The
justification should be clear and complete so that a reviewer can understand what needs to
happen and why. Keep in mind that the reviewer in OSC may not know the project details
aswell asthey are known in the Region.

Accounting Notes. Enter any additional details or accounting instructions that need
special emphasis. Information should be included here to help OSC Project Support
Services set up correct information in TRAINS related to the requested changes.

WOA Initiated By: Theindividua initiating the work order should sign and date the
form. This could be the Region Program Manager or Work Order Manager.

Regional Concurrence: The Regional Administrator (or designee) should sign and date
the form to show concurrence with all aspects of the authorization request —including
expenditure authorization, justification, and funding source.

Expenditure Authorization By: If the Region has signature authority for the given
work order, the Regional Administrator (or designee) should sign and date the form. If
OSC has signature authority, the appropriate Program Manager should sign and date the
form after processing is complete.

Copy Distribution: Thisisan optional field for routing purposes. OSC Program
Management usesthis field to fill in the names of peoplein OSC to receive the form.

Created By: Thisisan optional field. Useit to fill in the name (or initials) of the
individual who prepared the form or the person to contact in the Region.
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Appendix D: Work Order Closure Form and Guidelines

A
Washington State
77’ Department of Transportation Work Order Closure Request
Work Order No. Title
Federal Aid No.(s)
Responsible Org.  |Org. Manager
Work Order Closure Check List (To be completed by Requestor) Verification Check List
Oves No Have all the necessary adjustments (Journal Vouchers) been (To be completed by PSS)
made to the appropriate Group and Group Category?
Work By Contract Grp Cat 01
ork By Contractor (Grp Cat 01) [ (Grp cato1)
Oves [No Has retainage been released? -Verify if work order
[Jves [JNo Are the expenditures for Prime Contractor in balance with the dollar has federal funds
amount as shown on the Headquarters Final Estimate Payment?
[dYes [No Has amoritization been balanced (Contracts with Subprogram M5)?
Payable Agreements (Grp Cat 02) Agreements Closed?
Payable Close
Agreement Task No. Authorized $ Expenditures Yes | No Yes | No
Totals Send Notice to
Audit Office
Reimbursable Agreements Agreements Scheduled
Close Close for Final Billing
Reimbursable Agreement Yes | No Reimbursable Agreement Yes | No
1 4
2 5
3 6
Requested By Date
Closed By Date |:| Balance and
Close Work
Order
Comments
DOT g%rg\ 120-025 EF
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Responsible Work Order Manager

1. Initiate arequest to Region Program Management or appropriate Region/service
center/modal office that the work order is complete.

Project Management

Project management refers to the office that is responsible for monitoring and managing
the work orders for the organization/programs. It could be Region Program Management,
service center, modal manager, etc.

1. Determine whether a 30 day Work Order Closure Notice is needed for the work order.
(For example: if the work order has been inactive for along period of time, this step
might not be necessary.)

2. Submit awritten request to Region Financial Services/service center/modal office to
close the work order.

3. On Highway Construction Program work orders (I and P programs), overruns of
$10,000 or more will require an approved increase to the work order prior to closure.
The Work Order Authorization should note that the work order is being closed.

4. For Washington State Ferries (WSF) projects, a Work Order Authorization is
prepared that will balance the work order authorizations to actual expenditures by
group category.

Region Financial Services/Service Center or Modal Office

If the work order being closed is a Region level work order (such as Ex, Hx, Kx), the
work order will be closed following that Region’ s guidelines for work order closure.

1. Complete areview of the work order and complete the Work Order Closure Request
form (shown on the previous page).

* The Region/service center/modal officeisresponsible for verifying all charges
on state funded work orders. OSC Project Support Serviceswill do a
secondary review of charges on federally funded work orders.

2. Review WACT expenditures and compare to group category expenditures by using
work order ledgers/FIRSetc. to verify for incorrect charges.

» Corrections for work operation codes, organization codes, object codes etc.
that are for errorsin aprior biennium should not be corrected since a
correction will affect current biennium rather than prior biennium expenditure
data. Corrections between groups that have no effect on appropriations, object
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codes, etc. can be made (for example, correcting charges posted improperly to
CAPS groups).

3. Review Work Done by Contractor.

If the work order is a contract, do the chargesin Group Category 01, Payments
to Contractor, match the amount that shows in the CAPS system? If there are
erroneous charges in a CAPS group, such as materials lab charges, these will
need to be transferred to the proper group on the work order.

Has the retainer or bond that the Department held been released? If not, are
there outstanding claims against the contractor (IRS, Department of Revenue,
Labor and Industries, etc.)?

Has amortization been balanced (contracts with subprogram M5)?

For Construction projects, has a copy of aletter transmitting alisting of the
permanent and temporary final records to the OSC Engineering Records Vault
been placed in the project file?

4. Review the Payable Agreements.

Have all payable agreements (including tasks) on the work order been paid? If
not, was work deleted from this project and paid on another project; or was the
work canceled? If the work was completed but there are unpaid invoices, the
work order should not be closed.

For WSF, notify the consultant liaison to send aletter to the consultant to
verify and accept payments.

If the agreement is on multiple projects (work orders), it is necessary to verify
that all areas of the agreement are compl ete before requesting that OSC
Project Support Services close the agreement. (Note: Agreement closure can
be requested prior to work order closure or after work order closure by
submitting an e-mail request to OSC Project Support Services.)

For task agreements, determineif thisisthe last open task on the agreement
and if so, contact the master agreement manager to determine whether the
master agreement can also be closed.

5. Review the Reimbursable Agreements.

If a portion of the work being performed on the work order was reimbursable
by athird party, indicate on the Work Order Closure Request whether the
agreement can be closed. Thiswill notify OSC Project Support Servicesto
schedul e the agreement for final billing.

If the agreement is on multiple projects (work orders), it is necessary to verify
that all areas of the agreement are compl ete before requesting that OSC
Project Support Services close the agreement. (Note: Agreement closure can
be requested prior to work order closure or after work order closure by
submitting an e-mail request to OSC Project Support Services.
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6. Review the Comments.

*  The comments section can be used for any unusual situations that OSC Project
Support Services needs to be aware of prior to closing the work order, such as
journal vouchers to correct erroneous charges between group categories that
are not yet reflected on the work order ledger.

7. Submit the completed Work Order Closure Request form to OSC Project Support
Services.

8. For D3 and D4 work orders, send a copy of the work order closure form to OSC
Facilities Office
OSC Project Support Services

1. Review Work Done by Contractor (if the work order has federal funds).

« If thework order isa contract, do the chargesin Group Category 01, Payments
to Contractor, match the amount that shows in the CAPS system? If there are
erroneous charges in a CAPS group, such as materials lab charges, these will
need to be transferred to the proper group on the work order.

* Verify that any retainers have been released.

2. Review the Payable Agreements and:

* Close any payable agreements listed for closure.

» Send acopy of the Work Order Closure Request form to the Audit Office for
agreements which require audit: GC, GCA, RR, UC, UT, and Y agreements
with an authorization of $100,000 or more are subject to audit.

3. Review the Reimbursable Agreements and:
» Schedule any reimbursable agreements listed for closure for final billing.

4. Review the Balance and Close Work Orders and:

» Balance the authorized dollars to actual expenditures by group category.
* Closeal work order tables (GRUP, CSPA, WORD).

5. Return the completed Work Order Closure Request form to the Region/service
center/modal office that originated the request.
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Appendix E: Program Management Contacts

Northwest Region / M S: NB-82, M S-105 / Fax: 206-440-4806

Name Position Phone

Azim Shakh Taheri Program Manager 206-440-4761
Program Development Group

Pani Saleh Assl. Program Manager - Pgm Devipmnt 206-440-4766
Sharif Shaklawvun Program Devd opment Enginesr 206-440-4769
Mohammad Hasan Scoping/Estimating Team Leader 206-440-4768
Jeif Davies Scoping/Estimating Team Leader 206-440-4767
Mario Mathieson Scoping/Egtimating Team Leader 206-440-4780
Michad Taylor Support Group Engineer 206-440-4764
Program M anagement and Monitoring Group

Seve Olling Asst. Program Manager - Pgm Monitoring 206-440-4749
Chuck Gleich Subprogram Manager (11) 206-440-4740
Dawn Lopez Subprogram Monitor (11) 206-440-4742
Ed Walker Subprogram Manager (P1, 12) 206-440-4744
William Imhof Subprogram Monitor (P, 12) 206-440-4745
Debra Rubin Subprogram Manager (P2, P3, 13, 14) 206-440-4743
Dde Bridis Subprogram Monitor (P2, P3, 13, 14) 206-440-4747
Ronnie Chin Project Control Engineer 206-440-4746
Vacant Customer Support Engineer 206-440-XXXX
Steve Morse STIP & Specia Projects Manager 206-440-4750
Workforce Scheduling Group

Gary Liffick Workforce Manager 206-440-4748
Vacant Workforce Engineer 206-440-4751

North Central Region / MS: Wenatchee/ Fax: 509-667-2940

Name Position Phone

Paul Mahre Program Manager 509-667-2900
Dave Honsnger Planning Engineer (Ading) 509-667-2906
Paul Kingdey Prgect Contral Engineer (Acting) 509-667-2902
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Olympic Region / M S: 47440/ Fax 360-357-2601

Name Position Phone

Randy Dunn Program Manager (Acting) 360-357-2602
Marty Garman Assgtant Program Manager 360-357-2617
Connie Deer Project Control Engineer 360-357-2677
Dan Carruth Strategic Program Deve opment Enginesr 360-357-2678
Anna Zaharris Program Engineer (P program) 360-357-2676
Vacant Program Assgtant (P program) 360-357-2xxx
Cyndy Shea Program Engineer (I program) 360-357-2604
SegphanieAlexanda-Buiters | Program Assgtant (1 program) 360-357-2791

Southwest Region / MS: S15/ Fax 360-905-2222

Name Position Phone

Glenn Schneider Program Manager 360-905-2030
Bruce Kerdake Program Deve opment Engineer 360-905-2033
Vacant Project Operations Engineer 360-905-XxxX
Pam Kytda Asst. Program Operations Engineer 360-905-2035
Vacant Ass. Program Operations Engineer 360-905-XxxX
Paul Duby Ass. Program Devel opment Enginesr 360-905-2034
Bonnie Wyman Program Devd opment Technician 360-905-2031

South Central Region / M S: Yakima / Fax 509-577-1603

Name Position Phone

Todd Trepanier Program Manager 509-577-1626
Brian White Assgtant Program Manager 509-577-1625
Bill Preston Improvement Manager (I program) 509-577-1629
Chrigy Saurial Improvement Program Ass. 509-577-1627
Bob Weyand Preservation Manager (P program) 509-574-3996
Rick Lange Preservation Program Asst. 509-574-3996
Phil Wdls Project Control Asst. (I and P) 509-577-1624

Eastern Region / M'S: Spokane / Fax 509-324-6005

Name Position Phone

Harold White Program Manager 509- 324-6025
Ray Thompson Project Contral Engineer (1 and P) 509-324-6027
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Mike Mdvin

Project Definition Engineer

509-324-6112

Sandi Wendling

Program Management Assistant

509-324-6026

Olympia Service Center / MS: 47325 / Fax 360-705-6812

Name Position Phone

Rick Smith Director of Program Management 360-705-7150
Cheryll Day Secretary Supervisor 360-705-7130
Chris Schroeder Senior Office Assgant 360-705-7152
Programs Branch

Greg Sdstead Program Management Engineer (I and P) 360-705-7130
Vacant Program Manager (P, 14) 360-705-7131
Tom Dillon Congruction Program Specialist (PL, 14) 360-705-7136
Ron Rolfer Program Manager (P2, P3) 360-705-7134
Doug Pulse Congruction Program Specidist (P2) 360-705-7137
Mitzi Frick Condtruction Program Specidis (P3) 360-705-7142
Roy Grinndl Program Manager (11, 16, 17) 360 705-7133
Aaron Ward Congruction Program Specidist (11,16,17) 360-705-7139
John McLaughlin Program Manager (12, 13) 360-705-7135
Stacey Kdsey Congruction Program Specialist (12,13) 360-705-7138
Pat Marin Priority Devdlopment & Mgmt. Engineer 360-705-7141
Dean Waker Prioritization Support Engineer 360-705-7149
Omar Miller Project Definition Engineer 360-705-7148
Operations Branch

Aaron Butters Operations Engineer 360-705-7153
Rick Judd Funds Management Enginer 360-705-7120
Lauren Jenkins Federd Authorization Engineer 360-705-7127
Sue Watson Federad Funds Anayst 360-705-7123
Dave Killaby Federa Authorization Assstant 360-705-7125
Doreen Sndair Authorizations & Operations Manager 360-705-7121
Judy Berrian Condruction Program Auth. Engineer 360-705-7128
Bill Kdley Operations Program Devl. Engineer 360-705-7122
Firas Maklouf Authorization Asst. (NW, SC, OSC) 360-705-7124
Vacant Authorization Asst. (NC, OLY, SW, EA) 360-705-7129
CdiaWalker Sysems & Anayss Manager 360-705-7143
Jan Robinson Condruction Program Analys's Engineer 360-705-7144
Mark Hynn Sysems Liaison Enginesr 360-705-7146
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Appendix F: Federal Funds

Interstate Maintenance (IM)

Title 23 United States Code - Highways,
Chapter 1, Section 119

This program provides funds to states to maintain the Interstate System for
resurfacing, restoring, rehabilitating, and reconstructing. These funds may not be
used for capacity expansion projects, such as general purpose lanes. IM funds may
be used for HOV lanes, auxiliary lanes, new interchanges, new rest areas, and
additional noisewalls.

The federal shareis generally 90%, although certain safety projects may be 100%,
subject to a 10% limit of the annual 1M apportionment. All of Washington’ s1M
apportionment goes to WSDOT. If all of astate’ sIM apportionment will be used
in afederal fiscal year, the state may be digible to apply for additional Interstate
Maintenance Discretionary (IMD) funds.

For the complete text of Section 119 of the United States Code, see:
e http://mww4.law.cornel | .edu/uscode/23/119.html

National Highway System (NHS)

Title 23 United States Code - Highways,
Chapter 1, Section 103

This program provides funds for the National Highway System, the 163,000 mile
network of interconnected routes that serve major population centers, international
border crossings, ports, airports, public transportation facilities, and other
intermodal transportation facilities. The NHS includes the Interstate System, the
defense strategic highway network and strategic highway connectors, and some
urban and rural principal arterials. The system isintended to meet national
defense requirements and serve both interstate and interregional travel.

Approximately 3.5 percent of the NHS routes in Washington consist of intermodal
connectors owned by local jurisdictions. However, al NHS funds go to WSDOT
with consideration given to thisin the allocation of fundsin the Surface
Transportation Program (STP). NHS funds generally require a 20% match from
the state. For interstate projects, a 10% state match is used. Some safety projects
are dligible for 100% federal funds. There are no discretionary NHS funds.
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For the complete text of Section 103 of the United States Code, see:
*  http://mwww4.law.cornell.edu/uscode/23/103.html

Surface Transportation Program (STP)

Title 23 United States Code - Highways,
Chapter 1, Section 133

The STP program provides the most flexibility in where funds may be used. STP
funds may be used on all highways and bridges, including the accommodation of
other transportation modes. They may not be used on local or rural minor
collectors routes, with an exception of some safety, research, and technology
transfer programs.

TEA-21 requiresthat part of a state' s STP apportionment be allocated to
particular programs or population areas. Theremaining regular STP funds are
combined with Minimum Guarantee funds into what is known as the STP flexible
funds. Thedistribution of the STP flexible funds is decided within the state. In
Washington, the STP flexible funds have a distribution of 34% to WSDOT, 22%
for population areas administered by the MPOs and RTPOs, 22% for statewide
competitive administered by the Transportation Improvement Board, and 22% for
rural economic devel opment administered by the Community Economic
Revitalization Board. STP funds require a 20% match from the state or local
jurisdiction. There are no discretionary STP funds.

For the complete text of Section 133 of the United States Code, see:
*  http://mwww4.law.cornell.edu/uscode/23/133.html

Highway Bridge Replacement and Rehabilitation Program
(HBRRP)

Title 23 United States Code - Highways,
Chapter 1, Section 144

This program provides funds to states for the replacement or rehabilitation of
deficient bridges (bridges which are unsafe because of structural deficiencies,
physical deterioration, or functional obsolescence). A state may also use bridge
funds to construct a bridge to replace any low water crossing (regardless of the
length of such low water crossing), replace any bridge which was destroyed prior
to 1965, replace any ferry which was in existence on January 1, 1984, or replace
any road bridges rendered obsolete as a result of United States Corps of Engineers
flood control or channelization projects and not rebuilt with funds from the United
States Corps of Engineer.
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At least 15% and not more than 35% of the funds are to be used on off-system
federal aid bridges unless otherwise approved by the USDOT Secretary. The
distribution of the bridge funds is decided within the state. In Washington, the
HBRRP flexible funds have a distribution of 60% to WSDOT and 40% to local
agencies through the TransAid Service Center. The federal share of abridge
project must be 80% of the cost. A state may apply for additional Bridge
Discretionary funds. In contrast to the IM discretionary program, it is not
necessary to use all of the available bridge apportionment in order to apply.

For the complete text of Section 144 of the United States Code, see:
*  http://mww4.law.cornell.edu/uscode/23/144.html

Congestion Mitigation and Air Quality (CMAQ)

Title 23 United States Code - Highways,
Chapter 1, Section 149

The primary objective of the CMAQ program isto fund projects and programsin
air quality non-attainment and maintenance areas for ozone, carbon monoxide,
and small particulate matter (PM 10) which reduce transportation related
emissions. The Metropoalitan Planning Organizations (MPOs) that are designated
as non-attainment or maintenance areas in Washington are: 1) Puget Sound: King,
Pierce, and Snohomish counties (carbon monoxide, ozone and particul ates), 2)
Vancouver and Clark Counties (carbon monoxide and ozone), and 3) Spokane
(carbon monoxide and particulates). Y akima also is a non-attainment area for
carbon monoxide and particul ates and will receive CMAQ funds as soon as a
State Implementation Plan (SIP) for carbon monoxide or particulate air quality are
submitted to the Environmental Protection Agency (EPA).

Each MPO with non-attainment or maintenance receives a federal allocation of
CMAQ funds and selects projects for funding from those submitted by the
agencies within their area. Funds may be used for a variety of programs and
projects to attain or maintain a national ambient air quality standard. The projects
or programs should likely contribute to reductions in vehicle miles traveled,
reductionsin fuel consumption, or improved traffic flow. Eligible projects and
programs are Commute Trip Reduction (CTR), Transportation Demand
Management (TDM), HOV lanes, park-and-ride |ots, paving or sweeping to
reduce particul ate matter, bike and pedestrian facilities, transit projects, some
intelligent transportation systems, improved signalization, and others.

CMAQ funding in Washington is distributed based upon federal formulas for
eigibility. Due to incongruities in the federal formula distribution, Washington
receives no additional funding for Yakima' s non-attainment status. Y akima will
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receive CMAQ funds based only on its pro-rata popul ation share and not its
attainment status. An example of funding to Washington for FFY 1999 is shown
in the table below. Thereisno CMAQ discretionary program.

Example of CM AQ Distribution to Washington for FFY 1999

FFY 1999 Funding | Percent of Total
Jurisdiction Leve Dollars State Distribution
Puget Sound $16,444,046 77.6
Spokane $2,570,896 12.1
Vancouver $1,814,073 8.6
Y akima $359,788 1.7
Total $21,188,803 100.0

For the complete text of Section 149 of the United States Code, see:
*  http://mwww4.law.cornell.edu/uscode/23/149.html

High Priority Projects

Congress often specifies funds for named high priority projectsin ether
authorization hills, such as TEA-21, or in annual USDOT appropriations bills. (In
the past, these projects have been called demonstration projects.) High priority
project funds may only be spent for the project identified in either TEA-21 or the
appropriations bills. High priority projects do not bring additional revenueto the
state. They instead add constraints on funds that are received in the regular
apportionment.
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Appendix G: Performance Measures

The following performance measures have been established by subprogram for the 99-01
highway construction program. If a subprogram is not listed bel ow, performance
measures have not been established at thistime.

1 Subprogram

M easures:

*  Number of rural miles added

» Doallar value of travel time savings (rural only)
*  Number of ad dates planned (all mohility)

2 Subprogram

M easures:

*  Number of accident locations mitigated (HALs and HACs only)
* Reduction of societal costs of accidents (all safety)

* Number of ad dates planned (all safety)

I3 Subprogram

M easures:

e Number of trunk system lane miles built

* Dallar value of travel time savings (trunk only)
*  Number of ad dates planned (all types)

4 Subprogram

M easures:

e Number of fish barriers removed

e Number of fish aided

e Number of ad dates planned (fish and stormwater)

P1 Subprogram

M easures:

e Number of lane miles paved

» Statewide average pavement structure condition (all types)
*  Number of ad dates planned (all types)
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P2 Subprogram

M easures:

»  Number of bridges rehabilitated/replaced

* Average condition of bridgesin 20-year plan (rehab/replace only)
*  Number of ad dates planned (all types)

P3 Subprogram

M easures:

*  Number of unstable dope projects

» Cost savings from prevented road closures (unstable slopes only)
*  Number of ad dates planned (all types)
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Appendix H: Charts and Graphs
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Fiscal Calendars

Calendar Yr 2000
JFM AMJ JAS OND

Calendar Yr 2001
JFM AMJ JAS OND

Calendar Yr 2002
JFM AMJ JAS OND

Calendar Yr 2003
JFM AMJ JAS OND

State FY 2001
JFM AMJ JAS OND

State FY 2002
JFM AMJ JAS OND

State FY 2003
JFM AMJ JAS OND

State FY 2004
JFM  AMJ JAS OND

2001-2003 Biennium

2003-2005 Biennium

Federal FY 2001

Federal FY 2002

Federal FY 2003

Federal FY 2004

Calendar Year =—> January through December

State Fiscal Year = ——> Julythrough June
Biennium —— July (odd year) through June (next odd year)
Federal Fiscal Year =—> October through September

1,2,3,4,etc. =—> Quarters
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Change Thresholds (Costs)
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Major Change
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<
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500,000
250,000 .
' Informational Only
100,000
0
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Amount of Original Plan (Operating Book)
KEY FOR APPROVAL
Il nformational changes approved by Regions
[ Minor changes approved by OSC Program Managers
[ Moderate changes approved by OSC Program Mgmt Engineer
[ significant changes approved by Asst. Secretary of P&PSC
[J Major changes approved by Dept. Project Screening Board
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Pavement Condition vs. Pavement Age

ACP Performance
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Pavement Structural
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AGE of Pavement

Pavement Structural Condition

100-75 = Very Good
75-50 = Good
50-25 = Poor
25-0 = VeryPoor
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Pavem

ent Life Cycle Costs

ACP Rehabilitation Cost per Lane Mile
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Age to Rehabilitation (years)
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